Mclean County

FINANCE COMMITTEE AGENDA
Room 700, Law and Justice Center

Tuesday, July 6, 2004
4:00 p.m.

1. Roll Call
2. Approval of Minutes — June 1, 2004
3. Departmental Matters:

A. Becky McNeil, County Treasurer
1) ltems to be Presented for Information:

(Documents to be provided at meeting)

a) Accept and place on file County
Treasurer's Monthly Financial
Reports as of June 30, 2004

b) Second Quarter Employee Benefit
Report and CDAP Revolving Loan

Report
C) General Report
d) Other
B. Don Lee, Director, Nursing Home
1) Items to be Presented for Information:

a) Monthly Reports
b) General Report

c) Other
C. Ruth Weber, County Recorder
1) Items to be Presented for Information:
a) General Reports — From April and May
2004

b) Other
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D. Bob Keller, Director, Health Department
1) items to be Presented for Action:
a) Request Approval of an Ordinance
of the McLean County Board
Amending the Fiscal Year 2004
Combined Appropriation and Budget
Ordinance for Fund 0103 — WIC Fund 27a-28
b} Request Approval of a Resolution
Amending the FTE Position Resolution
Associated with an Ordinance to amend
the FY 2004 McLean County Combined
Appropriation and Budget Ordinance for
Fund 0103 28
2) Items to be Presented for Information:
a) General Report

b) Other
E. John M. Zeunik, County Administrator
1) ltems to be Presented for Information:
a) Presentation of updated Mcl.ean County
Personnel Policy 30-112

b) Schedule Special Finance Committee
Meeting — Presentation of FY 2003 Audit
And Management Letter

c) General Report

d) Other

4, Recommend Payment of Bills and Transfers, if any, to County Board

5. Adjournment
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o o Recordei's Receivable Reconciltation
T " _Gonerai | Doc Slorage A z o
| Dale 0001 0137 0167
1/20/2004|Hevorder 11,662.00 |~ 2,888.00 1,447.00 T B
2!24’2_(194 General Ledger 45,677.35 ... 583425 | (36,198.50) IS
“|pitference (34,015.35)|  {2,946.25)[ 37,645.50 o
2/2/2004}Recorder__ | "11,868.00 2965200 | 147900 |
2/3/2004|General Ledger | 45,883.35 5,898.25 | (36,166.50) L

Dliference | {34,015.35) (2,946,25)] 37,645.50
2/3/2004|Recorder | 12,537.00 3,144.00 1,575.00
2/4/2004|Generat Ledger | 45,883.35 - 5,8988.25 | (36,166.50)| Recorder Turnin Not Recd

Ditference | {33,346.35) (2,754.25)]  37,741.50
| 2/4/2004|Re " '5,789.60 1,697.00 853.00 |

—2/5/2004 39,135.95 4,451.25 | [36,889.50) . _
(33,346.35] (2,754,35) " 37,741.50 o
2/5/2004| Recorder 6.836.60 | "1,545.00 976.00 S
_2/6/2004|General Ledger | 40,851.95 4,881.25 | (36,669.50)

Difference (34,015.35) (2,948.25) " 37,645.50 _
""2/6/2004 | Recorder 7,395.60 2,077.00 | 1,042.007 o
_ 2/9/3004]General Ledger | 41,410.95 5,023.25 | {36,603.50)

Difference (34,015.35) {2,946.25)|  37,645.50
/92004 |Recordesr | 7,301.60 5110.60 | 1:059.00 ~

'2/{0/2004 | General Ledger | 41,316.95 5,066.25 | {36,586.50)

Dilference (34,01635)] (2,846.25)| 37,645.50 _
271072004 | Recorder '8,611.60 2,467.00 1,238.00 R
2111/2004|General Ledger ~| "42,62695 | 541325 | {36,407.50)

Diffarence (34,015.35} (2,946.25)|  37,645.50
2/11/2004|Recorder 8,692.70 2,471.00 124000
2112/2004|General Ledger | 42,708.05 5417.25 | {36,405.50)

Difference (34,015.35} i2,946.25)| 3784550 |
'2/12/2004|Recorder T B742.30 | T 247900 1,244.00
2;‘1 3!2004 General Ledger | 42,757.85 5,425.25 | (36,401.50)

Diiference " (34,015.35) (2,946.25)| 37,645.50 o
2/13/2004|Recorder | 9,285.30 | 2,606.00 | 1,306.00 |A chargs aco. was adjusted per Ru
21772004 | General Ledger | 43,416.55 5584265 | {36,323.50) $116.00

Dilference {34,131.35) {2,678.25)| 37,629.50
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2/17/2004|Recorder 9,354.30 2,470.00 1,238.00

2/18/2004General Laedger | 4348565 |  5448.35 | (36,381.50)

R Diflerence (34,131.35} {2,978.26)|  37,629.50 e

2/18/2004 | Recordeasr 10,623.30 2,742.00 1,374.00

2/19/2004 | General Ladger 44,754.65 572026 | (326600)) o+ | |
— |Diflerence {34,137 .35) {(2,978.25)| 37,620.50 —
/1872004 |Recorder 1 710,968.30 2,822.00 141400 |

2/20/2004|General Ledgsr 45, 03%.65 5,800.25 (36,215.50)

Difference (34131.35)] __ (2,978.25) _ 37,629.50
2/20/2004 | Recorder "1 12,169.30 3,121.00 1,566.60 B ”
2/23/2004| General Ledger | 46 30065 6,089.25 | (36,062.50)

Diflerence (34,131.35) (2,978.25)]  37,629.50
27232004 Recorder " 1283740 | 336200 1,662.00 |
2/24/2004 1 General ledger 46,056.75 5,330.25 | (35,947.50}|No turn-in from Recorder

Difference (33,216.35) {2,978.25)| 34,265.50
2/24/2004 {Recorder 13,316.40 3,472.00 1,742.00 o
2/25/2004 | General tedger 47, 447.75 6,450.25 | (35.887.50)

Differance {34,131.35) (2,978.25) 37,628.50 . _
2/25/2004|Recorder 14,301.20 3,770,00 | 1,892.00 o
5/26/2004|General lodger | 48,432.66 6,748.25 | (35,737.50) e

Difference (34,131.35) (2,978.35)| _ 3762950 -

2/26/2004 |Recordet 14,983.20 3,944.00 1,980.00
2/27/2004|General ledger 49,114.55 6,922.25 | (35,649.50)

Difference (34,731.35) {2,078.25)| 37,629.50
2/27/2004|Recorder 15,502.40 4,053.00 | 53,635.00 )
_3/1/2004|General ledger | _ 49,458.55 7.031.25 | (35,594.50)

Difference (33,958.15) {(2,978.25)]  97,620.50
_8/i/2004|Recorder | 1551240 | 406100 | 203900 R

32/2004|General Ledger | 49,468.55 7,030.26 [ (35,5690.50}
Difference (33,956.15) _=2978.25)|  37,620.50
3/2/2004 | Recorder 15,824.40 4,713.00 | " 5,085.00
" 3/3/2004|General Ledger | 46,780.55 7,091.25 | (35,564.50}
______|Difference (33,956.15) (2,978.25)] 37,629.50|
37372004 | Recarder T3762.40 | 1,88.00 644.60 o
3/4/2004|General Ledger | 38,71B.55 | 4,266.25 | (36.985.50}|No turnin .
Differenca | {33,856.,16) (2,978.25} 37.629.50 ~
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3/4/2004]Recorder _ 571480 152100 |  760.00
3/5/2004(Genaral Ledger | 38,718.55 4,266.26 | (36,985.50) Mo tumin o

Diiference {33,003.65) {2.745.36)| ~ 37,745.50
_3/5/2004|Recorder | 571736 | 1,521.00 760.00_[3/4 &3/5 credited, customer ace ad

3/8/2004|General Ledger 39,673.45 4,489.25 | (36,869.50} customer ace ad). per RW

Difference | (33,956.15) (2,978.25)]  37,629.50

3/8/2004 | Recorder 4,578.30 1,237.00 6i8.00 -
3/9/2004| General Ledger | 38,513.45 4,215.25 | (37,011.50) .

Difierence (33.935,16)| — (2,978.25)| 37,625,650 -
_3/0/2004|Recorder | 4,752.30 1,285.00 642.00
3/10/2004 |General Ledger | 38,687.45 4,263.25 | (36,982.50)

Difference (39,935.15) (2,678.25)| _ 37,624.50 -
3/10/2004{Fecorder 4,811,30 1,297.00 RS I R
3/11/2004{General Ledger | 38,745.45 4,276.25 | (36,661.50)

Difference {33,935.15) (2,979.25)(  37,629.50
371173604 | Recorder 4.574:30° 1,277.00 638.00_ o
3/12/2004|General Ledger | 38,509.45 4,256.25 |__(36,991.50)

Dffference (33,935,15) (2,978.25)[  37,629.50,
3/12/2004|Recorder 4,629.30 1,277.00 638.00 o
31512004 |General Ledger | 38,564.45 4,255.25 | (36,991.50)

Difierence” | (33,835.15) (2,978.25)| _ 37,628.50
3/15/2604|Recorder 4,623.30 1,281.00 840.00 ]
3/16/2004|General Ledger | 38,6568.45 | 4,250.25 | (36,980.50)

Dilference (33,935.15) {2,978.25)|  37,620.50
| 3/16/2004 |Recorder 4690301 137760 638.00
3M17/2004|General Ledger | 38,625.45 4,255.25 1  (36,0091.50)

Dilference {33,935.15) (2,978.25) 37,629.50
3/17/2004| Recorder 476030 | 1,285.00 |  642.00 j
3/18f2004 General Ledger 38,625.45 | 4,265.25 | (36,991.50) | No tumin

_[Differance (33,865.15) (5,540.25)| 37.633.50
3/18/2004[Recorder | 5,749.30 1,449.00 | 724,00 ]
3/19/2004 | General Ledger | 39.684.45 4,427.25 | (36,905.50)

Difference | (33,935.15) (2,978.25)] 37,629.50 -

| 3/19/2004 | Recorder 5,832.30 1,605,00 752.00
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H/22/2004 Goneral Ledger [ 39,767.45 4,483.25 | {36,877.50)
Diffarence {33,935.15) {2,078.55)]  §7,629.50 I
/2372004 scorder | 883430 | T TABRG0 | FEEGG | R
3/23/2004 |Generai Ledger | 88,550.45 443625 | (36,901.50)
Diffarenica (32,935.15) (2,978.25)|  37.628.50
3/23/2004|Recorder 6,306.70 154100 770.00 o o
3/24/2004|General Lodger | 4024185, 4,519.35 )  (36,859.50)
Oiligrence (33,935.15} (2,978.25)| 37.628.50
3/24/2004 | Recorder 5,952.70 "1,489.00 744.00
3/25/2004 |General Ledger | 39,887.85 4,467.25 | (36,885.50)
Difference {33,935.15) (2,978.25)] 37,620.50
| 3/25/2004 | Recorder 5,952.70 1,469.00 744.00
3/2672004|General Ledger | 39,887.85 4,467.25 | (36,885.50)|No activity
- Difierence (33,935.15) (2,978.25)|  37,620.50
3/26/2004!Recorder 5952.70 1,489.00 744.00
3/20/2004 | General Ledger [ 39,887.85 4,467.25 | (386,885.50)(Mo activily
_|Dilference {33,935.15) (2,978.25)} 37,629.50
3/29/2004 | Becorder _ 5,189.20 | 1,508.60 754,00 [Noturmin | e
3/30/2004 |Generat Ledger | 30,887.85 4,467.25 | {35,885.50)
T iDifterence {34,698.65) (2,978.25)|  37,629.50
"3i30/2004|Recorder 5,147.20 1,517.00 758.00
5731/3004|General Ledger | 39,082:35 4,495.25 | (36,871.50)
Difierence {33,835.15) {2,978.26)] 37,620.50
3/31/2004|Recorder 5,090.20 1,529.00 764.00
4/172004|General Ledger 3,731.25 1,403.75 746.00
__|Pitterence 1,358.85 35.25 18.00
~471/2004 | Recorder 4,729.90 1,477.00 738.00 I
4/2/2004|General Ledger | 3,370.95 1,441.75 720.00
Diference 1,358.95 36.25 18.00 .
4/2/2004|Recorder 4,729.90 1477.00 738.00 |
4/5/2004|General Ledger | 3,370.95 1,441.75 720.00 No Activily
____|Diferenge 1,358.95 3625 18.00
4/5/2004| Recorder T 472590 1,477.00 738.00
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__4/6/2004|General Ledger | 3,370.95 144176 720.00 |No activily
Difference 1,358.95 | 35.25 ~18.00
__AfB/2004|Recorder T 2,321.90 932.50 466.00
4/7]2004|General Ledger |~ 962.00 89875 | 448.00
_____________ 1,359.890 | 3525 18.00 N
41712004 | Recorder 2,321,90 932.00 466.00 _
__4/8/2004|General Ledger 962.95 [ 896.75 448.00 |NO Actlvity
_|Difference 1,356.95 | 35,25 18.00 o
/872604 Fecorder 2,321.90 932.00 468.00 | ‘
4/9/2004{General Ledger 962,95 B896.75 448.00 Mo Activily
_|Pifference 1,358.95 35.25 18.00
4/97r2004|Recorder (" 2,321.90 932.00 466.00 j
41122004 | General Ledger 962.95 898,75 448.00
__|Difterence 1,358.95 3525 18.00
4A2/2004|Revorder [T 2,244.00 856.00 478.00
4/13/2004|General Ledger 885.05 92075 460.00
Diterence | 1,358.95 35.25 18.00
471372004 {Recorder ~2,064.00 956.00 47BR0 |
4114/2004| Genaraf Ledger 705.08 920.75 460.00 [ADJ TO GL
Difference 1,358.95 35.25 18.00 |AS OF
12/31/2003
4/14/2004| Recorder _|__2.080.00 ,000.00 500.00 |see alich
4/15/2004|General Ledger 726.05 _968.75 8400 T .
Difference 1,353.95 | 31.25 16.00
4/15/2004|Recorder 1,868.00 952,00 [ 476,00 -
4/16/2004|General Ledger 535.06 920.75 460.00
Diifgrence 1,353.95 31.25 16.00
| 471672004 |Recorder | "1,889.00 952.00 [ 476.00
41192004 | General Ledger 535.05 920.75 460.00
Dilterence 1,353.95 3125]  i6.00
4/19/2004|Recorder |1 672.00 896.00 4800 | " K
4/20/2004|General Ledger 318.05 864.75 43200) 1.
Difference 1,363.85 31.25 16.00 o
4/20/2004| Recorder 1,721.00 93200 466.00 ) ~
4/21/2004 |General Ledger J57.05 900.75 450.00
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| Diflerence 1,353.95 31.25 16.00
4/21/2004 (Recorder __ 172100 932.00 466.00 )
4/22{2004|General Ledger 367.05 900,75 450.00 2
__ |Difference | "1,353.95 3125 16.00 :
4/32/3004|Recorder | 1,721.00 932.00 458,00
4/23/2004|Genaral Ledger 367.05 900.75 450.00
Difference 1,353.95 31.25 16.00
4/23/2004| Recorder _ {72100 93500 466.00 |
4/26/2004 | General Ledger 367.05 200,75 | 45000 v
Difference 1,353.95 .25 16.00
4/26/2004{Recorder 1,647.00 952.00 476,00 _
4/27/2004|General Ledger 293.05 920.75 460.00 -
Difterence 1,353.85 31.25 __18.00
“4/27/2004 | Recorder §,215.00 924,00 452.00
4/28/2004 | General Ledger {138.95) B92.75 446.00
Diflerence 1353851 31.25 16.00
4/28/2004|Recorder | " 1,216.00 924.00 462.00 o
4/29/2004|General Ledger {138.95) 892.75 446.00 _
Difference | 1,353.95 31.25 16.00
4/29/2004Recorder 1,215.00 924.00 462,00 .
413042004 1 General Ledger (138.95) 892.75 446.00
—_ loifierence 1,353,95 325 1600
| 473072004 Recorder 1T 21500 92400 482.00 ]
5/1/2004|Genaral Ladger (138.85)  B9275 446.00 |
_|Dilference 1,363861 31.25 16.00
__5/3/2004|Recorder 1,215.60 824.00 462.00 N
~ 5/4/2004|General Ledger (138.95) 892.75 446.00
[Ditference 1,353.85 | 31.26 16,00
5/4/2004|Recorder | 1,248.00 94400 |~ 472,00 [3CHARGE | $64.00
5/5/2004(General Ledger {104.95); 912.75 456.00
Difterence 1,:353.95 | 31.25 16,00 :
_5/5/2004 |Recorder 1,249.00 944.00 472.00
5/8/2004 |General Ledger (104.95} 912,75 456.00
Dilference 1,353.95 31.25 16.00
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5/6/2004 | Racorder 1,249.00 844.00 472.00
5{7/2004| General Ledger (104.95) 9izys|{ 48600 [
Differencae 1,353.95 N.25 16.00 o
B/7/2004 | Recorder 1,266.00 ) 852.00 476,00 |[2CHARGE | $29.00
5/10/2004|General Ledger {104.95) 920.75 460.00
___ Difference 1,370.95 31.25 16.060 L
5/10/2004 | Recorder T1TTiESE00 [T 676.00 488,00 [1CHARGE | $66.00
5/11/2004|General Ledger (5795 94475 472,00
| PllfetenCe | 1,353.95 31.25 16.00
'5A11/2004 |Recorder 1,301.00 980.00 490.00 [1CHARGE | $11.00
5A12/2004|General Ledger | (62,95} 948.75 474.00
Dilference 1,353.95 | 31.25 16.00
5/12/2004|Fecorder [ 1,301.00 980.00 490.00
5/13/2004|Goneral Ledger (52.95) 948.75 474.00
1.353.95 3125 16.00
5/13/2004 |Recorder 130100, 98000 490.00
5/14/2004|General Ledger 152.85) 948.75 A74.00 .
Difference. 1.353.85 31.25 16.00
_5/14/2004 |Recorder 1,307.00 ..980.00 490.00 1CHARGE $i2
5/17/2004{General Ledger | (52.85) 948.75 476.00
Differenca 1,359.95 azs | 14.00
5717/2004|Recorder | 1,307,060 984.00 200 | T
5/18/2004 General Ledgsr {46.95) 952,75 476,00
Difference 1,353.95 31.28 16.00
6/18/2004|Recorder | 1,334.00 | 1,004.00 502.00 |2CHARGE | §45.00
6/18/2004|General Ledger | | {19.95) §72.75 4s600 | | 1
Differghce 1,353.85 31.25 18.00 e
5/19/2004 | Recorder 17 1,424.00 1,076.00 538.00 [2CHARGE | $198.00
5/20/2004|General Ledger 70.05 1,044.75 §g200| |
Difference 1,353.95 31.25 16.00
5/20/2004|Recorder 1,454.00 1,100.00 | 650.00 [ICHARGE | _$66.00 -
5/21/2004|General Ledger 100.05 1,0688.75 | 534.00
\Difterence 1,353.95 3as | 16.00




5/21/2004[Recorder 1,456.00 1,102.00 552,00 [TCHARGE | $11.00
| 5/24/2004]General Ledger 105.05 1,072.75 535.00 |
_|Diiference ...1,353.95 31.25 16.00 j

5/24/2004 |Recorder _3,459.00 1,104.00° 552.00 T
5/25/2004|General tedger ;10505 1,072.75 535.00 ‘
_ Difference 1,353.95 31.25 18.00
5/25/2004|Recorder 1,389.00 1,052.00 526.00 [{POA §148,00
| 5/26/2004|General Ledger 35.05 1,023.75 510.00

Difference 1,353.95 1855 16.00 o
| 5/26/2004 | Recorder | 1.38800 1,052.00 | " 526.00
5/27/2004|General Ledger 35.05 1,033.75 510.00
. Diterence 1,353.85 18.25 16.00
'5/27/2004|Recorder 1,389.00 "71,052.00 526.00 -
5/28/2004 | General Ladger 36.05 1,033.75 510.00

Diflerence 1,353.95 18.25 16.00
5/28/2004|Recorder 1,389.00 | 1,052.00 ~ 526.00 j

6/1/2004(General Ladger 35.05 1,033.75 | 510.00
Differsnce 1,353.95 18.25 16.00
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Difference 1,353.95 31.25 16.00
4/21/2004| Recorder 1,721.00 932.00 466.00
4/22/2004 |General Ledger 367.05 900.75 450.00 .
Difference 1,353.95 31.25 16.00 |- =
4/22/2004 |Recorder 1,721.00 | 932.00 466.00
4/23/2004 | Genaral Ladger 367.05 800.75 450.00
Diftarence 1,353.95 .25 16.00
4/2372004|Recorder 1,721.00 932.00 | - 468,00 -
4/26/2004| Genaral Ledger 367.05 900.75 450.00
Difference 1,353.85 31.25 16.00
|
g 4156/2004 Recarder 1,647.00 952.00 476.00
i 412772004 | General Ledger 293.05 920.75 460.00
Difference 1,353.95 31.25 16.00
4/27/2004 |Recorder 1,215.00 924.00 462.00
4/28/2004|General Ledger {138.95) 892.75 445.00
Difference 1,353.95 31.25 16.00
4/28/2004|Recarder 1,215.00 924.00 462.00
4/29/2004 | General Ledger {138.95) 892.75 448.00
Difference 1,363.85 31.25 16.00
"4/29/2004] Recorder 1,215.00 924.00 462.00
4/30/2004 | General Ledger {138.95) 892.75 446.00
Ditference 1,353.85 31.25 16.00
4/3042004 |Recorder 1,215.00 924.00 462.00
5/1/2004|General Ladger (138.95) 892.75 448.00
Difference 1,353.95 31.25 16.00

Aga BTN
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Recordar's Receivable Reconciliation

N Genaral | Doc Storage GIS
Date 0001 0137 D167
_1/29/2004| Recorder 11,662.00 2,888.00 1,447.00
2/2/2004|General Ledger | 45,677.35 583425 | (36,198.50} B

Difference (34,015.35) (2,946.25)  37,645.50
2/2/2004|Recorder 14,868.00 2,952.00 1,478.00
2/3/2004|General Ledger | 45,883.35 5,898.25 § (36,166.50)

Difference (34,015.35) (2,946.25)] 37,645.50
2/3/2004Recorder 12,637.00 3,144.00 1,575.00
2/4/2004{General Ledger 45,883.35 5,808.25 |  (36,166.50)|Recorder Tumin Not Recd

Difference {33,346.35) (2,754.25)] 3§7,741.50
2/4/2004|Recorder 5,789.60 1,697.00 852.00
2/6/2004|General Ledger | 38,135.95 4,451.25 | (36,889.50)

~ Difference {33,346.35) (2,754.25)|  37,741.50
| 2/5/2004}Racorder 6,836.60 1,845.00 976.00
2/6/20041General Ledger | 40,851.95 4,891.25 | (36,669,50)

Dilference {34,015.35} {2,946.25)] 37,645.50

" 2/6/2004 [Recorder 7,395.60 2077.00 | 1,042.00
2/9/2004 |General Ledger | 41.410.95 5,023.25 | (36,603.50)

Difference (34,015.35) (2,946.25)] 37,645.50
" 2/9/2004 |Recorder 7,301,860 271000 |~ 1,058.00
2/10/2004 |General Ledger | 41,316.95 5,056.25 | (36,586.50)

Differance (34,015.35) (2,946.25)| 37,645.50
"2/10/2004|Recorder 8,611.60 2,467.00 1,238.00
2/11/2004|General Ledger | 42,626.95 5413.251 (36,407.50)

Dilfarence (34,015.35) (2,948.25)| 37,645.50
2/11/2004 | Recorder ..889270 2471.00 1,240.00
2/12/2004 | General Ledger 42,708.05 5,417.25 | (36,405.50)

Difference {34,015.35) {5,946.25)| 37,645.50
2/12/2004|Recarder §,742.30 2,479.00 1,244.00
2/13/2004|Genaral Ledger | 42,757.65 5,425.25 | {36,401.50)

Ditfergnce {34,015.35) {2,946.25)] 37,645.50
"2/113/2004)Recorder 9,285.30 2,606.00 1,306.00 |A charge scc. was adjusted per Ry
2/17/2004[General Ledger | 43,416.65 5584.25 | (36,323.50)|  $116.00

Difference {34,131.35} {2,978.25)| 37,629.50

23




2/17/2004|Recorder 9,354.30 2,470.00 1,238.00
2/18/2004|General Ledger 43,485.65 544825 | {36,391.50)
Difference {34,131.35} {2,978.26)| 37,628.50
2/18/2004|Recordeer 10,623.30 2,742.00 1,374.00
2419/2004 | General Ladger 44,754.85 5,720.25 | (36,255.50)
Ditference {34,131.35) {2,978.25)| 37,629.50
219/2004 | Recorder 10,908.30 2,822.00 1,414.00
2/20/2004 | Generat Ladger 46,039.65 5,800.25 | (36,215.50)
Differance {34,131.39) (2,978.25)| 37,629.50
220/2004| Recorder 12,168.30 3,121.00 1,566.00
2/23/2004 | General Ledger 46,300.65 6,099.25 | (36,083.50)
» Difference {34,131.35) {2,978.25)| 37,629.5C
2/23/2004|Rocorder 12,837.40 3,352.00 1,682.00
2/24/2004|General ledger 46,066.75 6,330,256 |  (35,947.50){No lurn-in from Recorder
- Difference {33,219.35) {2,078.25}| 34,265.50
2/24/2004|Recorder 13,316.40 3,472.00 1,742.00
2/25/2004{General ledger 47,447.75 8,450.25 |  {35,887.50)
Difference {34,131.35) {2,278.25) 37,629.50
2/25/2004|Recorder 14,301.20 3,770.00 1,892.00
2{26/2004]| General fedger 48,432.55 8,748.25 | (35,737.50}
Difference (34,131.35} (2,978.25)| 37,629.50
2/26/2004 |Recordsr 14,883.20 3,844.00 1,880.00
2/272004 | General ledger 49,114.55 6,022.25 | (35,649.50)
| Difference {34,131.35) (2,978.26)| 37,629.50
_2/27/2004|Recorder 15,502.40 4,053.00 2,035.00
3/1/2004{General ledger 42,458.55 7,031.25 | (35,594.50)
Diiference (33,856.15) (2,978.25}| 37,629.50
3/1/2004|Recorder 15,512,40 4,061.00 2,039.00
3/2/2004|General Ledger 49,468.55 7.032.25 {35,580.50)
Difference {33,956.15) {2,978.258)| 37,629.50
3/2/2004|Pecorder 15,824.40 4,113.00 2,065.00
3/3/2004|General Ledger 49,780.55 7081.25| (35,564.50)
Difference {33,856.15) (2,978.25} 37,629.50
3/3/2004|Recorder 4,762.40 1,288.00 644,00
3/4/2004|Genaral Ledger 38,718.55 4,266,25 | (36,985.50)|No turnin
Dilference {33,956.15) (2,978.25), 37.629.50
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3/4/2004|Recorder 5,714.90 1,521.00 760.00
3/5/2004/General Ledger | 38,718.55 4,266.25 |  (36,985.50)[No turnin
Differshce {33,003.65) {2,745.26)| 37,745.50
3/5/2004|Recorder 5,717.30 1,521.00 760.00 |3/4 &3/5 credited, customer ace ad

3/8/2004|General Ledger 39,673.45 4,489.25 | (36,869.50) |customer ace adj. per RW
Difference {33,956.15) (2,978.25)| 37,629.50
8/8/2004| Recorder '4,578.30 1,237.00 618.00
3/9/2004 | General Ledger 38,513.45 4,215.25 | (37.011.50)
Difference (33.835.15) (2,978.25} 37,628.50
3/9/2004 | Recorder 4,752.30 1,285.00 642.00
310/2004|General Ledger | 38,667.45 4,263.25 | _ (36,982.50)

. |Difference {33,835.15) (2,978.25)| 37.624.50
3/10/2004 | Recorder 4,811.30 1,297.00 648.00
'3/11/2004|General Ledger 38,746.45 4,276.25 |  (36,981.50)

_ | Bifference {33,935.15) {2,979.25)|  37,629.50
3/11/2004|Recorder 4,574.30 1,277.00 638.00
3/12/2004|General Laedger 38,509.45 4,255.25 | (36,991.50)

Difference {33,935.15) {2,978.25)| 37,620.50
3/12/2004|Recorder 4,629,30 1,277.00 638.00
3/15/2004|General Ladger 38,564.45 4,255.25 | {36,991.50}

Difference {33,935.15) {2,878.25)] 37,629.50
‘3/15/2004[Recorder 4,623.30 1,281.00 640.00 i
_3/16/2004| General Ledger 38,558.45 - 4,250.26 | {36,985.50)

Diffarence _{33,935.15} (2,878.25)] 37,629.50
3/16/2004[Recerder 4,690.30 1,277.00 638.00
3/17/2004 | General Ledger 38,625.45 4,255,256 | (36,991.50)

Diference {33,935.15) (2,978.25)| 37,629.50
3/17/2004 | Recorder 4,760.30 1,285.00 642,00
318/2004|General Ladger 38,625.45 4,255.25 | (35,991.50) |Ne turnin

Difference {33,865.15) {5,540.25)] 37,633.50
3/18/2004| Recorder 5,749.30 1,449.00 724.00
34 9/2004|General Ledger 39,684.45 4,427 25 §  {36,905.50)

Difference {33,935.15) {2,978.25)} 37,629.50
3H9/2004[Recorder 5,832.30 1,505.00 752.00
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3/22/2004|General Ladget 39,767 .45 4,483.25 (36,877.50)
Diffarance (33,935.15) [(2,978.25))  37,629.50
[ 3/22/2004|Recordar | 5,624.30 1,457.00 728.00
3/23/2004|General Ledger 39,559.45 4,435.25 | (36,801.50)
Difference {33,935.15) (2,978.25)| 37,629.50
3/23/2004 Recorder §,306.70 1,541.00 770.00
| 3/24/2004|General Ledger | _40,241.85 4,619.25 | (36,859.50)
Difference {33,935.15) (2,978.25) 37,620.50
3/24/2004| Recorder 5,852.70 | - 1,489.00 744.00
3/25/2004|Ganeral Ledger 39,887.85 4,467.25 | (36,885.50)
Ditierance {33,835.15) (2,978.25)| 37,629.50
3/25/2004 |Recorder 595270 1,489.00 744.00
3/26/2004|Genaral Ledger 39,887.85 4,487.25 | (36,885.50}No activity
Difference {33,935.15) {2,978.25)| 37,629.50
' 3/96/2004| Racorder 5,952.70 1,489.00 744.00
3/29/2004 |Genetal Ledger 39,887.85 4,467.25 | (36,885.50)|No activily
Difterance (33.835.15) {2,978.25)| 37,628.50
| 3/5972004|Racorder 5,189.20 1,509.00 754,00 [No turnin
3/30/2004 | General Ledger 39,887.85 4,467.25 | (36,885.50)
Differance . (34,693.65) {2,978.25)} 37,629.50
3/30/2004|Recorder 5,147.20 1,517.00 758.00
3131/2004|General Ledger 39,082.35 4,495.25 | {36,871.50)
Difference {33,935.15} (2,978.25)]  37,629.50
3/31/2004 i Recordsr 5,080.20 1,529.00 764.00
4/1/2004 |General Ledger 3,731.25 1,493.75% 746.00
o Ditference (37,077.60} 35.25 18.00
A /2004 |Recorder 4,728.90 1,477.00 738.00
_ 4/2/2004|General Ledger 3,370.95 1,441.75 720.00
Difference 1,358.85 35,25 18.00
422004 |Recorder 4,729,890 1,477.00 738.00
47512004 |Genearal Ledger 3,370.95 1,441.75 720.00 |No Activity
Ditterance 1,3568.95 35.25 18.00
4/5/2Q04 Recorder 4,729.90 1,477.00 738.00
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4/6/2004 General Ledger 3,370,905 1,441.75 720.00 No activily
Difference 1,358.95 35.25 18.0C
 4/6/2004|Recorder 2,321.90 932.00 466.00 ]
41712004 | General Ledger 562.00 896,75 448.00
N 1,359.90 35.25 18.00
4/7/2004| Recorder 2,321.90 932.00 466.00
| 4/8/2004|General Ledger 962,95 896.75 448.00 INO Activity
Difference 1,358.95 35.25 18.00
""4/8/2004|Recorder 2,321.90 932.00 466.00 -
4/¢/20041General Ledger 962.95 896.75 448.00 {MNo Activity
Diiterence 1,358.96 36.26 18.00
""4fgr2004|Recarder 2,321.90 932,00 466.00
4/12/2004| General Ledger 962,95 896.75 448.00
- Difference 1,358.95 35.25 18.00
4/12/2004 | Regorder 2,244.00 956.00 478.00
41372004 | General Ladger 885.05 920.75 460.00
|Difterence 1,358.956 35.25 18.00 .
4{13/2004|Recorder 2,064.00 956.00 478.00
4/14/2004 | Gensral Ledgar 705.05 920.75 460.00 [ADJ TO GL
Diffarence 1,358.95 35.25 18.00 |JASOF - |
12/31/2003
4/14/2004 | Recorder 2,080.00 1,000.00 500.00 |see altch
4/15/2004|General Ladger 726.05 968.75 484.00
Ditference 1,353.95 31.25 16.00
4/45/2004|Recorder 1,889.00 952.00 478.00
4/16/2004 | General Ledger 535.05 920.75 450.00
) Dilterence 1,353.95 31.25 16.00
4{16/2004] Recorder 1,689.00 952.00 476.00
1 4/19/2004|General Ledger 535.05 920,75 480,00
Difference 1,353.95 31.25 16.00
4/19/2004 | Recorder 1,672.00 896.00 448.00 |
4/20/2004 |General Ledger 318.05 864.75 432.00
Difference 1,3563.95 81.25 16.00
4/20/2004] Recarder T73,721.00 932.00 466.00
4/21/2004) Genseral Ledger 367.05 900.75 450.00
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FY2004 FTE and Budget Amendment for Fund 0103
Narrative

. The McLean County Health Department has been notified by the Illinois Department of
Human Services that the WIC Grant has been increased by an annualized amount of
$56,700 for SFY20035 which runs from July 1, 2004 through June 30, 2005. A portion of
those additional funds will be utilized in the second half of the County FY2004. The
increase in the award is based on increased caseload in the WIC program from a base of
2,132 to 2,356 clients, an incentive payment for early entry into WIC of $23,545 and an
additional $20,000 for continuation of the Outreach Breastfeeding Promotion Initiative.

The additional $24,900 that will be projected to be expended by 12/31/04 will be used to
hire one full-time OSS I position and increase the hours for part-time OSS I staff to fill in
on Saturday clinics. The amendment also includes resources for the purchase of a desk
for the new employee, additional file cabinets to accommodate increased caseload files,
ongoing telephone expense and minor educational and operational supplies for the
program.
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An Ordinance of the McLean County Boaxd
Amending the 2004 Combined
Approprlatlon and Budget Ordinance for Fund 0103

WHEREAS, Chapter 55, Section 5/6-1003 of the Illinois Compiled
Statutes (1992) allows the County Board to approve approprlatlons
in excess of those authorlzed by the budget; and,

WHEREAS, the McLean County Health Department has requested an

- amendment to the McLean County Fiscal Year 2004 appropriation in

Fund 0103 Women, Infants, and Children (WIC) program, and the
Board of Health and Finance Committee concur; and,

WHEREAS the County Board concurs that it is necessary to approve

such amendment now, therefore,

BE IT ORDAINED AS FOLLOWS:

1. That the Treasurer is requested to increase revenue lines

' 0407-0031 WIC Grant - in Fund 0103, Department 0061, Program

0062, by $24,900 from $280, 500 to $305 400.

2. That the County Auditor is requested to increase the
appropriations of the following line - item accounts in Fund

0103, Department 0061, Program 0062, WIC Grant as follows:

LINE DESCRIPTION _ PRESENT. INCREASE NEW

_ AMOUNT AMOUNT

0503-0001 Full Time Employees $198,246 $10,823 $209,069
" p515-0001 Part-Time Employees $ 17,335 & 2,165 $ 19,500
0599-0001 County IMRF Contrib, $ 13,780 § 687 $ 14,467
0599-0002 Employee Medical/Life Ings. & 19,684 $ 1,400 $ 231,084
0559-0003 . Social Security Contrib. $ 16,387 § 9% § 17,381
0612~-0003 Educational Materials 5 1,500 $ 1,000 $ 2,500
- 0621-0001  Operational Supplies $ 2,140 $ 431 $ 2,571
0795-0003 Telephone - $ 9,800 § BOO § 10,600
0832-0001  Furn./Equipment $ 0 % 6,600 § 6,600
TOTALS : $278,872  $24,900 '$303,772

3. That the County Clerk shall provide a copy of this ordinance to
the County Administrator, County Treasurer, County Auditor,
and the Director of the Health Department. —

Adopted by the County Board of McLean County this : day

of , 2004.

ATTEST: APPROVED:
Peggy Ann Milton, Clerk of Michael F. Sweeney Chairman of the
the MclLean County Board of . McLean County Board

the County of Mclean
F:\adm\budg\04WICanaendnent2
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A Resolution Amending the Fiscal Year 2004
McLean County Full-Time Egquivalent Position
Resolution Associated with an Ordinance to
Amend the Fiscal Year 2004 McLean County
Combined .Approprlatlon and Budget Ordinance .
. for Fund 0103. :

WHEREAS, the County Board adopted a funded Full-Time Equivalent
Position Resclution on November 18, 2003 which became effective on
January 1, 2004; and, :

WHEREAS, 1t becomes necessary to increase the Funded Full-Time
Equivalent Position Resolution to authorize position changes
associated with additional funding from the Illinois Department of
. Human Services for the WIC program based upon 1ncreased caseload
form 2,132 to 2,356;

Therefore, Be it resolved by the McLean Cbunty Board, now in
regular session, that ~the said funded Full-Time Equivalent
Positions Resolution be and. hereby is amended as follows:

o Position Annual
Acticon Fund Program Classification FTE Months Now New

Increase 0103-0061 0062 0503-0011 1.0 6.0 1.63 2.13

Increase 0103-0061 0062 0515-0011 0.2 6.0 .00 .10

This Amendment shall becone effecti?e énd be in full force
immediately upon adoption.

Adopted-by the County Board of McLean County this - day of
2004, -

APPROVED

Michael F. Sweeney, Chalrman
McLean County Board

ATTEST:

Peggy Ann Milton, Clerk of McLean County
Board of the County of McLean

admi\budg\ D4AWICETE
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CHAPTER 10 INDEX

ARTICLE 1 INTRODUCTION AND ADMINISTRATION

10.10 Statement of Policy
10.10-% Additions To Policies and Procedures

10.11 Equal Employment Opportunity Statement
10.12 Scope of Coverage and General Provisions

10.12-1 Specific Scope of Coverage
10.12-2 Exclusion Procedure
10.12-3 Administration of the Plan
10.12-4 Categorics of Employees
10.12-5 Hours of Work

10.12-6 Dissemination of the Rules

ARTICLE 2 SELECTION AND APPOINTMENT

10.20 Merit Principles

10.20-1 Appointments and Promotions

10.20-2 Methods of Filling Vacancics

10.20-3 Recruitment, Evaluation and Certification
10.20-4 Position Inventory and Job Classification System
10.20-5 Hiring of Relatives Regulated

10.20-6 Rehire of Former Employees

10.20-7 New Employees

10.20-8 Orientation of New Employees

10.20-9 Evaluation Period

10.20-10 Transfer
10.20-11 Temporary Assignment

10.21 Professional Recruitment

10.21-1 Travel Provisions
10.21-2 Household Goods

ARTICLE 3 ATTENDANCE

10.30 Hours of Work

10.30-1 Hours of Work Compensable at Straight Time
10.30-2 Hours Compensable at Overtime Rate

10.30-3 Rest and Meal Periods as Hours of Work
10.30-4 Working at Home

10.30-5 Meetings, Lectures and Training Programs
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10.30-6
10.30-7

Travel Time as Work Hours
Medical Attention as Hours of Work

ARTICLE 4 HOLIDAYS AND LEAVES OF ABSENCE

10.40 Holidays

10.41

10.42

10.43

10.40-1 Exceptions

10.40-2 Floating Holiday

10.40-3 Non-working Holiday

10.40-4 Working Holiday

10.40-5 Heliday Regulations

10.40-6 Emergency Holiday Pay

Vacation

10.41-1 Entitlement and Accrual Rate

10.4]1-2 Part-Time Employees

10.41-3 Taking Unearned Vacation Not Permitted
10.41-4 Limits on Accrual

10.41-5 No Payment in Lieu of Taking

10.41-6 Payment Upon Termination. -

10.41-7 No Accrual During Unpaid Leaves of Absences
10.41-8 May Use When Sick Leave Exhausted
10.41-9 Maintenance of Records

10.41-10 Use of Appropriate Form for Request
Sick Leave

10.42-1 Entitlement

10.42-2 Accrual Rate

10.42-3 Taking Unearned Sick Leave

10.42-4 Purpose of Such Leave _

10.42-5 Notification of Department Head

10.42-6 Department Head Authority to Send Home
10.42-7 Excluded from Overtime Base

10.72-8 Rate of Pay for Sick Time

10.42-9 Maintenance of Records

10.42-10 Results of Improper Use or Reporting
10.42-11 Effect of Worker's Compensation Payments
10.42-12 Balance Not Paid Upon Termination
Military Leave

10.43-1 Annual Training and Active Duty Leave
10.43-2 Compensation

10.43-3 Benefits
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10.44  Jury Duty

10.44-1 Right to Serve

10.44-2 Jury Duty Paid as Work Hours

10.44-3 Carry Over Prohibited

10.44-4 Absence Without Pay When Court Appearance Not Work Related
10.44-5 Verification of Jury Duty

10.45 Bereavement Leave
10.46 Personal Leave

10.46-1 Purpose and Amount
10.46-2 Carry Over Prohibited

10.47 Leaves of Absence Without Pay

10.47-1 Disability Leave - Work connected with injury
10.47-2 Extended Leaves of Absence
10.47-3 Family and Medical Leave

10.48 TOPS at the Juvenile Detention Center

10.48-1 Purpose

10.48-2 Eligibility

10.48-3 Regulations

10.48-4 Reserve Account

10.48-5 Reserve Account Regulations

10.48-6 Sell Back at Retirement, Resignation or Going from Benefit Eligible to Non-
Eligible

10.48-7 Permanent Changes of Eligibility Status for TOPS

ARTICLE 5 POSITION CLASSIFICATION PLAN

10.50 Position Classification Plan

10.50-1 Responsibility

10.50-2 Definitions Used in Position Classification Plan
10.50-3 Allocation of Positions

10.50-4 Maintenance of Classification Plan

10.50-5 Responsibility for Interpretation

10.50-6 Amendments, Adjustments and Reallocations
10.50-7 Procedure for Using Position Descriptions
10.50-8 Location of Position Description
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10.51

10.52

10.53

10.54

10.55

10.56

10.57

Position Classification Plan

10.51-1 -~ Class Title

10.51-2 Summary

10.51-3 Supervisory Responsibilities

10.51-4 Essential Duties and Responsibilities
10.51-5 Knowledge, Skills and Abilities
10.51-6 Minimum Education and Experience
10.51-7 Certificates, Licenses and Registrations
10.51-8 Physical Atiributes/Demands

10.51-9 Work Environment

Pay Plan - Composition and Definition

10.52-1 Composition

10.52-2 Definitions

10.52-3 Annual Salary Adjustments

10.52-4 Philosophy Related to Step Progression
10.52-5 Evaluations and Merit Increases
10.52-6 Establishing Salaries

10.52-7 Merit Increases

10.52-8 Policy Review

Development of Compensation Ranges

Reallocation Downward

Overtime Payments

10.55-1 FLSA Requirements

10.55-2 Exempt/Non-exempt

10.55-3 Continuous/ Non-continuous Operations
10.55-4 Employees Eligible for Straight-Time Overtime
10.55-5 Compensatory Time

10.55-6 Compensatory Time Accrual Limits
10.55-7 Compensatory Time Off

10.55-8 Professional and Administrative Employees
10.55-9 Requirements for Overtime

Miscellaneous Pay Provisions

10.56-1 Administrative Adjustments
10.56-2 Temporary Upgrade

Payroll Information

10.57-1 Payroll Periods

10.57-2 Voluntary Payroll Deductions
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10.58

Employee Internal Time Card

10.58-1 Departmental Use of Internal Time Cards
10.58-2 Not Required for Departments With Time Clocks
10.58-3 Description of Hours

ARTICLE 6 TRANSFERS, PROMOTIONS, DEMOTIONS AND EVALUATIONS

10.60

10.61

10.62

10.63

10.64

10.70

10.71

10.72

Transfers and Promotions
10.60-1 Definitions

Transfer and Promotion Procedures

10.61-1 Notification of Vacancy
10.61-2 Criteria for Promotion to be Considered
10.61-3 Evaluation Period

Procedure -Demotion

10.62-1 Employee Request
10.62-2 Demotion by Department Head

Performance Evaluations

10.63-1 Purpose
10.63-2 Schedule
10.63-3 Retention of Evaluation in File

Performance Evaluation Procedure

10.64-1 Definitions
10.64-2 Training

ARTICLE 7 MISCELLANEOUS BENEFITS AND ENTITLEMENTS

Insurance

10.70-1 Group Life Insurance
10.70-2 Group Health Insurance
10.70-3 Eligibility Date

10.70-4 Employee Booklet
10.70-5 Waiver

Illinois Municipal Retirement Fund

Federal Social Security
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10.73 Worket's Compensation.

10.74 Unemployment Insurance

10.75 Glasener Beach

10.76 Credit Union and Christmas Club
10.77 Service Recognition

10.77-1 Full-Time and Part-Time Employees
10.77-2 Maintenance of Records

10.78 Change of Name, Address, Marital or Family Status

10.79 County Travel and Business Expense Reimbursement Policy

10.79-1 Purpose, Applicability and Authority

10.79-2 Definitions

10.79-3 Preparation of Travel Voucher

10.79-4 Allowable Transportation Expenses

10.79-5 Allowable Living Expenses

10.79-6 Local Business Expense Reimbursement

10.79-7 Reimbursement of Miscellaneous Expenses

10.79-8 Credit Cards

16.79-9 Appropriate Budget Line Items for Travel Expenses

10.79-10 State, Federal Laws and Regulations
10.79-11 Misuse of McLean County Travel Policy

ARTICLE 8 ON-THE-JOB EMPL.OYEE BEHAVIOR

: 10.80 General Rules of Conduct
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McLEAN COUNTY PERSONNEL POLICIES AND PROCEDURES ORDINANCE
10.00 McLEAN COUNTY REVISED CODE

CHAPTER 10 - EMPLOYEES AND APPOINTED OFFICIALS
McLEAN COUNTY PERSONNEL POLICIES AND PROCEDURES

10.00 This Ordinance shail be the official Personnel Policies and Procedures for the County of McLean.

ARTICLE 1
INTRODUCTION AND ADMINISTRATION

10.10 STATEMENT OF POLICY: The McLean County Board recognizes that a personnel system, which recruits and
retains competent, dependable County personnel, is indispensable to an efficient County government. To achieve this goal,
the Board has established within the County Board Office the position of County Administrator. The County Administrator
shall serve all County offices by participating in or performing the following activities:

Classifying positions in County service;

Developing systems to compensate employees equitably for their service;
Assisting in the recruitment of persons for County service;

Providing for employee welfare;

Providing for employee training and development;

Providing for resolution of employee grievances; and

Monitoring the McLean County Equal Employment Opportunity Resolution.

For the putpose of this document, a policy is the general statement of a County goal. A progedure is a specific step for
reaching that County goal and can include the use of special forms. This document is designed to:
A) Provide a basis for and define the objectives of the personnel program.

B) Assign responsibility for carrying out the principles and practices of the personnel program.

C) Provide recognized authority, consistent with applicable laws and County ordinances, when action is to be taken and
to minimize the possibility of unauthorized personnel action.

10.10-1 ADDITIONS TO THE POLICIES AND PROCEDURES: Because of the number of and diversity in County

departments, it is expected that internal day-to-day policies may be necessary for efficient and effective operations. Each

Department Head may establish a set of general operating policies for the purpose of handling scheduling matters which are

unique to the department concerned and which shall be controlled by the County's personnel policies,

A) Departments who wish to establish departmental policies are encouraged to reduce them to written format and submit
them to the County Administrator.

B) The County Administrator will indicate in writing to the Department Head whether or not such policies are within the
guidelines of the established County policies.

C) A copy of such internat policies shall be made available either by written delivery to the employee or by posting in a
conspicuous location within the department.

10.11 EQUAL EMPLOYMENT OPPORTUNITY: As a matter of policy, McLean County requites employment,
training and promotions, and all personnel actions to be based on individual merit and individual capabilities without
regard to race, religion, color, national origin, sex, age, or disability. This policy requires full cooperation of all McLean
County employees. We choose to follow this policy on the basis of fairness to all individuals rather than on the basis of
our legal requirement, McLean County also complies with all applicable federal, state and local laws regarding non-
discriminatory practices. Responsibility for correlation and implementation of the plan and related activities throughout
the County has been assigned to the County Administrator.

37




10.12 SCOPE OF COVERAGE AND GENERATL PROVISIONS: The McLean County Board recognizes the
appointing authority vested, by various Statutes, in the Elected Officers of the County. Nothing in these policies should
be construed as avoidance of that authority; however, the appointment should be made from a field of candidates developed
under the guidelines of these policies and procedures.

1¢.12-1 SPECIFIC SCOPE OF COVERAGE: All County employment positions not expressly exempted from coverage
by these policies and procedures shall be subject to these provisions, including bargaining unit members except where
superseded by collective bargaining agreements.

All individual Elected Officers,

All advisory boards, conumissions and committees appointed by the McLean County Board,

All consultants, advisers, and counsel rendering temporaty professional service,

Independent contractors, and

Sheriffs Department personnel, 0 the extent that rules of the Merit Board supersede these rules, are expressly
exempted from coverage.

10.12-2 EXCLUSION PROCEDURE: Upon passage of these policies and procedures by the McLean County Board,
Elected Officers of McEean County are encouraged to submit, to the County Administrator’s Office, a tabulation of the
specific areas of conflict and cite the statutory authority which prohibits cooperation with said policies and procedures.
Such tabulation will become an appendix to this document.

10.12-3 ADMINISTRATION OF THE PLAN:
A) The personnel system established by these policies and procedures is administered by the County Administrator, and in
full cooperation with all elected and appointed Department Heads.

B) In addition to other duties as set forth in these policies and procedures, the County Administrator shall:

1) Exercise leadership in developing a system of effective personnel administration and employee relations with the
County service.

2) Administer the provisions of these policies.

3) Ensure that files are maintained for each employee, including original applications, employment histories,
-classification, position title, pay rate, and any other data required by the County Board and permitted by law.

10.12-4 CATEGORIES OF EMPLOYEES: For purposes of salary administration and eligibility for overtime

payments and employee benefits, McLean County classifies its employees and other workers as follows:

A) Full-time regular employees- Employees hired to work the County’s normal, full-time, 37.5 or 40 hour
workweek on a regular basis, Such employees may be “exempt” or “nonexempt” as defined below.

B) Part-time regular emplovees- Employees hired to work fewer than 37.5 hours per week on a regular basis.
Such employees may be “exempt” or “nonexempt” as defined below.

Q) Temporary employees- Employees engaged to work full time or part time on the County’s payroll with the
understanding that their employment will be terminated no later than on completion of a specific assignment.
(Note that a temporary employee may be offered and may accept a new temporary assignment with the
County and thus still retain temporary siatus.) Such employees may be “exempt” or “nonexempt” as defined
below, (Note that employees hired from temporary employment agencies for specific assipnments are
employees of the respective agency and not of the County.)

D) Nonexempt employees- Employees who are required to be paid overtime at the rate of time and one half
(i.e., one and one-half times) their regular rate of pay for all hours worked beyond forty paid hours in a
workweek, in accordance with applicable federal wage and hour laws.

E) Exempt employees- Employees who are not required to be paid overtime, in accordance with applicable
federal wage and hour laws, for work performed beyond forty hours in a workweek, Department Heads,
elected officials, managers, professional employees and certain employees in administrative positions are
typically exempt.
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Employees will be informed of the initial employment classification and of status as an exempt or nonexempt
employee during the orientation session. If an employee changes positions during employment with MclLean County
as a result of a promotion, transfer, or otherwise, the Department Head will inform the employee of any change in
exemption status. Any questions regarding employment classification or exemption status shall be directed to the
Department Head.

10.12-5 HOURS OF WORK.:

A) FullHime employees shall work 37-1/2 hours per week (1,950 howrs per year), or 40 hours per week (2,080 hours per
year), depending upon job function.

B) County offices regularly visited by the general public shall customarily be open from 8:00 a.m. to 4:30 p.m., Monday
through Friday, subject to operational considerations and statutory authority.

C) Variable work schedules are acceptable in appropriate situations with supervisory approval.

10.12-6 DISSEMINAITON OF THE RULES: Department Heads shall be provided with complete copies of all policies
and procedures and changes thereto by the County Administrator. They shall also be responsible for maintaining a complete
and current set of the policies and procedures, and for bringing these policies and procedures to the attention of all
employees in their departments. A simplified handbook summarizing these policies and procedures shall be disseminated
to all employees upon publication and to all new employees on hire.

ARTICLE 2
SELECTION AND APPOINTMENT

10.20 MERIT PRINCIPLES: It is the policy of McIean County to hire the most qualified employees available for all
jobs. It is the policy to encourage a career service within the County by promoting present employees whenever possible
to fill vacancies.

10.20-1 APPOINTMENTS AND PROMOTIONS: Appointments and promotions in the County shall be based on merit
and fitness and may include competitive examination. '

10.20-2 METHODS OF FILLING VACANCIES: Department Heads are responsible for the final selection and filling
of authorized positions within the departments. In order to provide control and to ensure that our objective in Equal
Employment Opportunity and all personnel system goals are met, the Department Heads shall notify the County
Administrator of their needs to fill a vacancy. Applicants hired for employment with McLean County must meet the
minimum qualifications established in the approved job description.

A) When a vacancy occurs the Department Head shall inform the County Administrator’s Office of intent to fill said

vacancy.

B) The County Administrator is fo prepare a nhotice of the position vacancy and post that vacancy in sefected spots in the
County. The notice will be based on information supplied by the Department Head and in the job description,

C) Department Heads are encouraged to consider current County employees and applications on hand before the general
public and are required to post job vacancies for a minimum of five (5) days unless extenuating circumstances exist.

D) The County Administrator will be responsible for ensuring that the procedures defined at Asticle 6, Section 10.61
entitled Procedures - Transfers and Promotions are complied with.

14.20-3 RECRUITMENT, EVALUATION AND CERTIFICATION:

A} All applicants for employment will complete the County employment application. Within 60 of days of filling a
vacancy, all applications received will be forwarded to the County Administrator’s Office unless express written
amrangements are made for the department to retain the applications.
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B) At the request of the Department Head, preliminary interviews will be conducted to determine basic eligibility.
Items reviewed and procedures undertaken to make this determination include:

1} Written application.

2) The approved job description.

3) Verification of references.

4) License verification where applicable,

5) Copies of certificates of training received.

6) Testing procedures, where necessary, to ascertain the necessary job qualification factors.

7) Each applicant shall be checked against existing personnel files to determine whether the individual has worked for
the County during a prior period.

C) Applicants will be selected by Department Heads.

1} Department Heads will either complete an interviewer check-off list and indicate reasons why the applicant was
accepted or rejected, or at least keep sufficient evidence for decision, such as interview notes.

2} Pre-employment health examinations shall be conducted to determine physical fitness for the position applied for
when said position requires particular physical demands of the candidate. These examinations shall be made after an
offer of employment and prior to the end of the evaluation period.

3) Department Heads shall submit a Payroll Change Form to the County Administrator by noon on Tuesday of the week
preceding the pavday. (See 10.20-2)

10.20-4 POSITION INVENTORY AND JOB CLASSIFICATION SYSTEM: It will be the responsibility of the County
Administrator to maintain the authorized position inventory. To effectively maintain the position inventory and job
classification system, the County Administrator shall utilize the following guidelines;

A) The effective date of terminations as reported to the County Administrator shall be the last day worked.

B) All budgeted positions will be included in the position inventory.
C) Vacancies will be filled by the procedures outlined in Section 10.20-2.

D} All changes to the position inventory and job classification system will follow the procedure outlined in Article 5
Section 10,50, of this document,

10.20-5 HIRING OF RELATIVES REGULATED: It is the policy of McLean County to hire the best qualified employees
available for all jobs; however, it is necessary that judgment be used in the placing of employees who are closely related.
Every reasonable effort should be made to avoid relatives supervising each other, This policy shall not be applied
retroactively but will have an effect on all applicants from the date of adoption of the enforcing ordinance,

10.20-6 REHIRE OF FORMER EMPLOYEES: Former employees of McLean County may be considered for re-
employment with the County under the following conditions:
A) The employee gave satisfactory advance notice upon fermination,

B) The employee terminated for good reason,
) The employee's last evaluation was satisfactory,

10.20-7 NEW EMPLOYEES: All newly hired employees will report to their Department Head for instructions regarding any

information required.

A) The County Administrator will be responsible for assuring the completion of all forms necessary to participate in
eligible benefits. This function may be delegated. These benefits inchude:

1) Group-Health Insurance

2) Group-Life Insurance

3) Illinois Municipal Retirement Fund (LM.R.F.)
4) State and Federal Withholding Forms

11
40




5) Any other benefit enrollment approved by the County Board

B) The County Administrator or designee will explain the benefits to the employee; in particular, coverage, and the
methods of using the insurance. Additional explanatory material will be provided for the employee's later reference.

() The County Administrator’s Office will provide material outlining personnel policies. (Employee Handbook)

10.20-8 ORIENTATION OF NEW EMPLOYEES: General orientation is the responsibility of the Department Head.
A) The following subjects will be generally covered:

1) Explanation of Department and related County services and offices.

2) Personnel policies and procedures.

3) Employee benefit program.

4} Fire, disaster, and safety program,

5) Explanation of pay periods.

6) Tour of appropriate County buildings.

7)  Completion of the check list certifying that all instructions and materials have been explained and understood.

B) The Department Head or Supervisor is responsible for further otientation and training of a new employee.

10.20-9 EVALUATION PERIOD:
A) A person hired or promoted to a position shall complete an initial evaluation period:

1) The first six months of employment (or the first year of employment with the Sheriff’s Department) and the
first three months after a transfer to a new position shall be considered an evaluation period.

2) The evaluation peried is a time for the County to determine whether the employee is an appropriate match
for the position. Tt is also a time for the employee to determine if the job is suitable to the employee. The
County in its discretion may extend the evaluation period thirty days.

B) An employee terminated during the evaluation period or returned to a prior position or comparable position
shall have no right to appeal this decision.

10.20-10 TRANSFER: (See Atticle 6 10.61) A vacated position, or a newly created position, maybe filled by promotion of

an employee from within the department, or by an employee from a position in any other department within County

service. Qualifications for the vacant position are determined by the position description for that position. The same

standards will be used as for an initial hire.

A) Tnkeeping with the County’s commitment to persontel development, when a vacancy occurs, the Department Head
should consider candidates from within the department.

B) Ifno qualified employee is located within the department, the position will be posted as notification for all employees in
County's service, as specified at Section 10.20-2.

C) Ifthe vacancy is filled by promotion, the vacated lower level position will be posted as notification for alt employees in
County service that may wish to transfer.

D) If there are no qualified employees within the department or elsewhere within the County service, an applicant
search will be undertaken by the County Administrator as specified in Section 10. 20-2.

10.20-11 TEMPORARY ASSIGNMENT: Current employees may be temporarily assigned to a vacant position outside
their class, in accordance with 10.57-1 provided that:
A) There is no monetary loss to the employee.

B} The employee will be returned to the previous position within a reasonable time.

10.21 EXPENSE REIMBURSEMENT FOR RECRUITMENT: In filling certain positions in the General Salary
Schedule, it maybe necessary to recruit personnel from outside McLean County. When recruiting for professional positions
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outside of McLean County, potential candidates may be reimbursed for their expenses if the appointing authority finds it
necessary, and with the approval of the County Administrator. All standards outlined in 10.20-3 will be maintained, and the
following procedure will be used.

10. 21-1 TRAVEL PROVISIONS: Candidates traveling from outside McLean County to inferview for positions with any
agency of McLean County shall, upon submission of receipts for expenditures incidental to such travel, be reimbursed
in the following amounts: :

A) The full amount of the cost of travel by the most convenient and direct commercial carrier, or

B) At the prevailing rate paid to County employees for travel by private automobile for round-trip mileage by the most
direct route, and

C) Meals and other incidental expenses, and
D) The actual cost of single-occupant lodging when travel extends beyond one day.
10.21-2 HOUSEHOLD GOODS: In cases where accepting a position with McLean County necessitates the movement of

household goods, moving costs shall be considered during the selection process, and if negotiated, a maximum amount will
be specified. McLean County will directly pay for moving expenses.

ARTICLE 3
ATTENDANCE AND LEAVE

10.30 HOURS OF WORK: To ensure uniformity of terms used and to provide a basis for establishing alternative schedules
of work, the following procedure shall be observed:
A) Full-time employees shall work 37-1/2 hours per week, or 40 hours per week, depending upon job function.
Work schedules for occasional or seasonal employees and part-time emplovees shall be specified by Department Heads
according to the need of the County and the rules and schedules stipulated for regular employees,

B) All Department Heads shall maintain daily attendance records for all employees, on a form provided by the County
Treasurer’s Office, and retain them within the department’s files. All Department Heads shall also submit a Time Card
Data Sheet to the Treasurer’s Office containing that department’s use of hours,

C)} The normal working day for County employees shall customarily be 8:00 a.m. to 4:30 p.m., Monday through Friday,
except those employees on shift schedules or in departments that have special requirements. Flexible work schedules
may be acceptable in appropriate situations. A workweek shall be defined as seven consecutive twenty-four (24)
hour periods commencing at 12:01 AM Sunday.

I} All elapsed time from the moment an individual actually commences work for the County until the work is finished for
the day, except for the deduction of time spent at dinner or lunch, constitutes hours of work, Arriving early or leaving
late for the employee's own convenience is not to be included in working time, providing that the employee performs no
duties for the County during such intervals. No work may be performed before or after an employee's scheduled hours
of work without the prior authorization of the Department Head or work supervisor. It is the Department Head’s
responsibility to inform employees who may be arriving early to or leaving late from work, without priot
direction to do so, that such time is not eligible to be counted towards overtime or compensatery time. This
should be done in a timely fashion so as to not be an issue for either the employee or McLean County.

E) Federal law requires that every non-exempt employee who actually works over 40 hours in a week is entitled to
overtime pay. This applies to employees who are permitted to work the extra hours even if not required.
"Permitted” includes an employee who voluntarily comes to work early or stays late or comes in on weekends, If
the employer does not expressly prohibit such work, the employer must pay the overtime. If an employee fails to
list the extra time on a time card it is the employer's responsibility to correctly reflect the amount of time worked.

10.30-1 HOURS OF WORK COMPENSATED AT STRAIGHT TIME: County employees will be compensated
according to their job classification and salary schedule at the approved rate of pay for all work up to forty (40) hours in a
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work week, Additional hours of work, which are required, beyond these normal work periods shall be compensated for in
accordance with Section 10.56 Overtime Payment.

10.30-2 HOURS COMPENSATED AT OVERTIME RATE: Because of the around-the-clock nature of some
facilities, the need 1o respond to emergency situations and the nature of the public services provided, it may occasionally be
necessary for employees to work overtime. Overtime may be paid under the following conditions:

A) Afier forty (40) hours have been worked in a standard workweek, General Salary Schedule hourly employees shall be
compensated int accordance with Section 10.56. For employees who receive overtime payment, the rate shall be one and
one-half (1-1/2) times the regularly howrly rate of pay. For employees who are eligible for compensatory time
awards, the rate shall be one and one-half (1-1/2) times the hour(s) or portion thereof worked over forty.

B) Overtime work shall be authorized in advance by the Department Head or work supervisor.
C) To determine eligibility for overtime compensation, any absence with pay, shall not be considered as time worked.

10.30-3 REST AND MEAL PERIODS AS HOURS OF WORK: County Department Heads have the authority to
grant meal periods from one-half (1/2) hour to one (1) hour in a normal work day. Employees who are granted from
one-half (1/2) hour to one- (1) hour meal periods are not paid for them and they may or may not leave their work facility or
duty area, depending upon job finction and where sufficient accommodations are provided. Such time is to be considered the
employee's time and they should not perform work tasks during their meat period.

A) Employees assigned to positions requiring full-time attendance or who are on "on duty" status during meals shall
be paid for them; however, such employees shall not leave their work facility or duty area for that meal. This time
is to be considered work time and they may be working, called upon, or called back to work during such periods
of time.

B) Employees who are paid for meal periods or rest breaks are covered under worker's compensation insurance and
liability insurance during such periods, The County is responsible for their actions; therefore, Department Heads
must maintain supervision and control over such employees. They should not leave the assigned work facility or
duty area and shall be compensated for periods of time one-half (1/2) hour and less.

C) County Department Heads have the authority to grant rest periods to their employees. Such periods of rest, in
general, should not exceed fificen (15) minutes and the employee may not leave the work facility during such periods of
rest and can be called back to work at any time.

D) Employees on rest break are covered by worker's compensation insurance and liability insurance. The County is
responsible for their actions; therefors, Department Heads must maintain supervision and control over such
employees.

10.30-4 WORKING AT HOME: In order to prevent abuse of overtime payments and to limit the County's liability
when employees are not under direct supervision/control, non-exempt County employees will not be assigned work to
complete at home unless such employees are in job classifications not eligible for overtime payments. No work
performed at home is to be considered working hours for the purpose of monetary payment or compensatory time off.

10,30-5 MEETINGS. LECTURES AND TRAINING PROGRAMS: In computing hours of work, attendance at

meetings, lectures and training programs are to be considered under the following conditions:

A) Involuntary and Voluntary attendance - Where attendance is required at such events, they are o be considered work
hours. Where attendance is 1ot required, meetings, lectures and training programs will not be covered under overtirue
provisions in these policies.

B) Related Training - Only training directly related to the emp'loyee‘s job is to be considered as hours of work. Prograts
conducted for the personal edification and/or entertainment of employees will not be considered as time worked.

C) Tndependent Training - Training in which the eaployee participates on their own, even though it may be job related, is
not 10 be considered as hours worked. :
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10.30-6 TRAVEL TIME AS WORK HQURS: In computing hours worked, travef time is to be considered under the

following conditions:

A) Work performed while traveling - If work is directly petformed while traveling, that time is to be considered time
worked as defined previously.

B) Travel all in a day's work - If the job requires trave] during the hours of scheduled work, whether in a County-owned
vehicle or the employee's vehicle, that time is included as work time.

C) Travel away from home - Travel time away from home is to be considered work time beyond scheduled petiods of
work. For example, an employee traveling to a training program, meeting, or convention away from home may include
travel time as hours of work. This shall be true whether a private vehicle or a County-owned vehicle is used.

D) Home to work or work to home in different situations - Home to work or work to home is not considered hours of
work. Employees are to consider travel to work or travel to home after work as their own time. When called
back to work during an emergency, hours of work will commence when the employee leaves home and continue until
the employes returns home.

10,30-7 MEDICAL ATTENTION AS HOURS OF WORK: Employees who are injured on the job or who are
directed to receive a physical examination will be compensated. This policy does not include pre-employment physical
or medical attention after initial treatment for an injury. For example, if an employee is injured at the start of work and is
taken to receive medical attention, waits for treatment and is hospitalized, that entire day should be paid. If the County
directs an employee to receive a physical examination in line with the physical standards policy, such time spent by the
employee is to be considered hours of work.

ARTICLE 4
HOLIDAYS AND LEAVES OF ABSENCE

10,40 HOLIDAYS: Illinois Statutes require that the County Board annually adopt a resolution specifying the holidays
t0 be observed during the following calendar year for all employees, except as noted below:

10.40-1 EXCEPTIONS: Only the County-paid employees of the Citcuit Court and Jury Commission shall comply with
the Eleventh Judicial Circuit order on holidays.

10.40-2 FLOATING HOLIDAYS: Floating holiday schedules may be developed for employees of the County Sheriff,

after meeting in January with the appropriate committee of the County Board, and complying with the following

procedure:

A) A list of holidays, which may be re-scheduled, will be provided in writing. This list shall not exceed the total
number of granted holidays.

B) Employees assigned or volunteering to work such days as authotized by the Department Head may take another day
off within the calendar year in lieu of monetary payment.

C) Floating holidays are intended to permit uninterrupted work schedules for some County departments while providing
a benefit to County employees. This benefit is Jost if the scheduling of alternate days off is too stringent. The
employee should be allowed some flexibility in taking those days off as long as it does not disrupt the work
requirements of the depariment. :

10.40-3 NON-WORKING HOLIDAY: When a holiday falls on a non-working day, the nearest adjacent workday shall
be granted as the holiday.

10.40-4 WORKING HOLIDAY: In departments which have twenty-four (24) hour per day operations, a holiday shall be
observed from midnight to midnight of the calendar day of the holiday. If more than half of the hours worked on any
work shift period falls on the holiday, the complete work period shall be considered as time worked on this holiday. Ifless
than half of the hours worked falls on the holiday, the complete work period shall be considered a normal workday.
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10.40-5 HOLIDAY REGULATIONS: For the purpose of administration, the following regulations shall be observed:
A) Employees who prefer to observe religious or ethnic holidays on days that are not listed in 10.40 above may use personal
leave for such time. .

B) Anemplovee must be on payroll on the workday immediately preceding and on the workday immediately following a
holiday to be eligible for compensation for that holiday. On the payroll means employed by the County and not in a
non-paid status.

C) Part-time regular employees shall be compensated for holidays according to their normaily scheduled workday.
The holiday must fall on a day normally scheduled as a workday for part-time employees to be eligible for
compensation.

D) Holiday compensation shall be paid to full-tims employees at their regular rate for the hours worked during a fixed
holiday by one of the following methods, at the discretion of the Department Head:

1) An alternate day off during the pay period in which the holiday occurs, or

2) Compensatory time off at straight time of pay for the hours worked, or

3) Cash payment for the holiday at straight pay (example: If the employee works eight (8) hours on the holiday he will
receive holiday pay plus the eight (8) hours worked or double time for working the holiday.)

E) Ifan employee is required to work beyond the normal scheduled workday, during an established workweek in which the
employee received holiday pay, compensation for the additional hours is in accordance with the overtime policy,
Section 10.56.

F) When a holiday falls within a period of paid leave (i.e. sick leave, vacation leave, efc.) the holiday shall be paid and shall
not be deducted.

G) Shift employees not scheduled to work the holiday will be paid for the holiday.
10.40-6 EMERGENCY HOLIDAY PAY: Emergency holiday pay may be authorized in non-24 hour operations, limited
to emergency maintenance or problem-solving action required by unusual situations. Any employee called from home

on a fixed holiday shall be compensated for the boliday plus time and one-half for the actual hours worked.

1041 VACATION

10.41-1 ENTITLEMENT AND ACCRUAL RATE: From the first day of employment, all regular full-time employees
shall accrue vacation leave with pay, according to the following schedule. This rate as a corresponding hourly accrual rate,
will be found at the end of this document as Appendix I. Application for vacation leave shall be in accordance with
departmental policy. ‘The following table shows the annual accrual of vacation days for eligible employees:

GENERAL
Years Regiopal AF SCME _
Worked General Planryng Highway | FOP Deputies
Commission | Department
<1 10 10 10 10
<2 10 10 10 10
<3 10 10 10 10
<4 10 10 14 10
<5 10 10 10 10
<6 10 15 10 10
<7 15 15 15 15
<8 15 15 15 15
<0 15 15 15 15
<10 15 15 15 15
<11 15 15 15 15
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<12 15 15 15 15
<13 15 15 15 15
<14 15 15 15 15
<15 15 15 15 15
<16 16 20 16 16
<17 17 20 17 17
<18 18 20 18 18
<19 19 20 19 19
<20 20 20 20 20
<21 20 20 21 21
»21 20 20 21 22
TOPS
FOP Labor Nursing
J:rir: d Corrections | MetCom Home
(TOPS) (TOPS) (TOPS)

<1 35 35 21

<2 35 35 25

<3 35 35 25

<4 35 35 25

<5 35 35 25

<6 35 - 35 31

<7 40 40 31

<8 40 40 31

<9 40 - 40 31

<10 40 40 31

<1t 40 40 36

<12 40 40 36

<13 40 40 36

<14 40 40 36

<15 40 40 36

<16 41 41 36

<17 42 | 42 36

<18 43 43 36

<19 44 44 36

<20 45 45 36

<21 45 45 36

>21 45 45 36

10.41.2 PART-TIME EMPLOYEES: Part-time regular employees accrue vacation leave credit on the same continuous
years of service basis as full-time employees except that it is pro-rated according to the number of hours actually worked.
The formula for computing vacation leave is included as Appendix L.

10.41-3 TAKING UNEARNED VACATION: No employee will be permitied to take vacation until completion of the
evaluation period. Nor will an employee be allowed an advance leave or leave that has not been earned.

10.41-4 LIMITS ON ACCRUAL: No employee shall accumulate more than 1.5 times the annual accurnulation rate (normal
hours worked biweekly tintes 26 times the employee's hourly vacation accrual rate). Hours gained above this
maximum will not be credited to the employee's vacation balance but will be forfeited. Only for the purpose of
determining when forfeiture applies, the maximum annual accumulation for full-time employees shall be based on the
80-hour biweekly work schedule. The only exception, shall be in the instance of an employee who has already been granted
scheduled vacation time off, adequate to avoid forfeiting any accruals, and the Department Head or a circumstance beyond
the employee's control prevents the taking of the scheduled vacation. In such cases, it shall be the Department Head's
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responsibility to document the circumstances in writing to the County Administrator's Office and consult with the
employee to reschedule the vacation. In the case of payment for vacation, such as those hours remaining upon one's
retirement, the employee shall not receive more than 1.5 times the annual accumulation rate regardless of this provision or
any other reason or provision,

10.41-5 SCHEDULING OF YACATION TIME: Since vacation leave is perceived to be a benefit for both the
employee and the County, employees should be encouraged to use such leave. The Depariment Head will support this
policy by preparing a schedule of appropriate times for taking of such leave and indicating, where known, the dates during
which the department work load precludes employee scheduled absences.

10.41-6 PAYMENT UPON TERMINATION: An employee who is terminated is entitled to full payment for any
unused vacation accrual.

10.41-7 NO ACCRUAL DURING UNPAID LEAVES OF ABSENCE: Vacation time shall not acerue during any
approved unpaid leave of absence, except for military leave, or for any extended period when the employee is off the payroll
because of a compensated injury.

10.41-8 MAY USE WHEN SICK LEAVE IS EXHAUSTED: Absences on account of sickness, injury, or other
disability in excess of that authorized for such, shall be charged to vacation leave credit.

10.41-9 MAINTENANCE OF RECORDS: The Treasurer’s Office shall maintain a record of vacation leave allowance,
vacation leave taken, and unused balance for each employee.

10.41-10 USE OF APPROPRIATE FORM FOR REQUEST: For the purpose of administration of the vacation leave
policy, each department shall have its own policy of tracking each employee’s use of vacation leave,

10.42 SICK LEAVE

10.42-1 ENTITLEMENT: It is the policy of McELean County to provide protection for its full-time and part-time
employees against loss of income becanse of illness. All eligible employees are encouraged to save as much sick leave
as possible to meet serious illness situations. It is a self-insurance program provided by the County and earned by the
employee. Itis not intended for a one-day vacation nor can it be used to extend vacation periods or holidays.

10.42-2 ACCRUAL RATE: All regular full-time and part-time County employees accrue sick leave credit at a hourly rate
to be found at the end of this document as Appendix II. Sick leave may be acoumulated to the maximum of seven
hundred twenty (720) hours. Employees of the County Nursing Home previously allowed a maximum of seven
hundred sixty (760) hours, shall now conform to the seven hundred twenty (720) hours maximum. However,
employees of the County Highway Department may accumulate a maximum of nine hundred sixty (960) hours, as
stated in their union contract. The following table shows the annual accrual of sick leave days for eligible employees:

GENFRAL
Regional AFSCME
General Planning Highway FOP Deputies
Commission Department
10 12 - 10 10
TOPS
FOp Labor Nursing
Comrections | MetCom Home
(TOPS) (TOPS) (TOPS)

6 5 6

|
1¢.42-3 TAKING UNEARNED SICK LEAVE NOT PERMITTED: No employee will be permitted to take leave if it |
has not vet been earned. An employee must have worked six (6) months for the County to be granted sick leave not to |
exceed the number of hours actually accrued, Sick leave shall be paid at full pay at the cutrent rate of compensation.
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10.42-4 PURPOSE OF SUCH LEAVE: Employees may utilize sick leave when they are foo ill to report to work, in the
event of injury, or for routine medical and dental appointments. Employees who are not covered by the TOPS system
may also use sick leave to care for other persons within the employee's immediate family. The immediate family shall be
defined here as an employee’s parents, children, spouse and siblings. Exceptions for those beyond this definition may be
made at the discretion of the Department Head. All foreseeable leave for such purposes shall require a specific prior approval
of the Department Head; in the event of sick leave usage for any purpose, the Department Head may require the
certificate of a medical doctor giving information as to the circumstances involved,

10.42-5 NOTIFICATION OF DEPARTMENT HEAD: Each Department Head will develop a procedure for

notification, either to Departrent Head or other supervisor, by employees when unable to work. During authorized

sick leave, an eraployee must notify the Department Head periodically so that the Department Head may plan on the

return. This may be waived in the event of confinement or illness for a specific period of time as indicated in a

physician's statement. The standard procedure for use of sick leave benefits is as follows:

A) An employee on sick leave shall inform the Department Head or designated supervisor of the facts and the reason for the
absence as soon as possible. Failure to do so within one (1) hour of commencement of duty on the first (1) day of
illness may be cause for denial of the sick leave pay for the period of absence.

B) Absence for part of a day that is chargeable to sick leave shall be charged proportionately in an amount not smaller than
one quarter of ((.25) an hour.

C) An employee returning to work after an extended illness may be required to be examined by the County
physician, who will prepare a statement substantiating that the employee may return to work. The County's physician's
finding is binding.

D) Employees who are unable to return to work upon expiration of sick leave benefits and all other authorized
benefit time, including FMLA, must request a leave of absence without pay. Failure to apply for a leave of absence
for extended illness upon expiration of all such benefits will result in automatic termination. The procedure for
application for leave of absence without pay is defined at 10.33-2 {A).

E) Immediately upon commencement or termination of .FMLAIIMRF disability leave, the Department Head shall
send a Payroll Change Form to the County Administrator’s Office, including any additional paperwork such as
emplovyer certificate of disability, physician’s note, and FMLA forms.

F) Any absence of three (3) working days or longer may require a physician's statement of release and verification
substantiating that the employee may return to work. In addition, the Department Head may request a physician's
statement of verification of absence of shorter periods of time. An employee returning to work after an illness may
be required to be examined by the County physician.

G) Notice of an employee's desire to return to work after an illness of one week or more must be given to the
Department Head no less than twenty-four (24) hours in advance.

10.42-6 DEPARTMENT HEAD AUTHORITY TQ SEND HOME: Department Heads or any authorized authority
may direct an employee who appears ill to leave work. In such instances, this time off shall be charged to sick leave.

10.42-7 EXCLUDED FROM OVERTIME BASE: Sick pay for hours not worked will be excluded when computing
overtime for the workweek in which it was taken.

10.42-8 RATE OF PAY FOR SICK TIME: An employee shall be paid sick leave equivalent to the normally scheduled
straight time day.

10.42-9 MAINTENANCE OF RECORDS: The Treasurer’s Office shall maintain a record of sick leave accrual, sick leave
taken, and the balance of sick leave allowance available for the individual employees.

10.42-10 RESULTS OF IMPROPER USE OR REPORTING: An employee fraudulently obtaining sick leave or an
appointed Department Head falsely certifying sick leave allowance for absence from work may be suspended or dismissed,
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10.42-11 EFFECT OF WORKER'S COMPENSATION PAYMENTS: Emplayees who are injuted on the job and
have lost time from the job because of their injury may not receive sick leave payments once Worket's Compensation
Insurance payments begin.

10.42-12 BALANCE NOT PAID UPON TERMINATION: Upon termination from County service, accumulated
but unused sick leave benefits will not be paid.

10.43 MILITARY LEAVE: In order to encourage participation and support of the armed services reserve and Ilinois
National Guard forces, the County encourages its employees to participate in the exercise of this patriotic duty. This
policy holds true for employees whether they join before or after employment with the County.

10.43-1 ANNUAL TRAINING AND ACTIVE DUTY LEAVE: An employee who is a member of a reserve
component of the armed services or the IHinois National Guard shalf be granted annual training leave and leave for
active duty, The County shall pay the difference between the government allowance and the employee's base salary for
basic training and up to sixty (60} days of special or advanced training per year, and for the duration of any active duty
resulting from a Presidential order. Military training leave shall be granted without the loss of general leave time,

10.43-2 COMPENSATION: An employee on Military Leave status who applies for County compensation to make up the
difference between military base pay received and their regular straight-time County wage or salary shall submit copies of all
military pay stubs or leave and earnings stateraents for any pay period for which compensation is requested within sixty (60)
days of release from active duty, If an employee chooses not to remit said military pay stubs or leave and eamings
statements, no portion of County wages wiil be paid to the employee. I twenty percent (20%) or more of County employees
are mobilized for active duty, compensation shall be limited to two (2) workweeks per vear.

10.43-3 BENEFITS: Eligibility for County health plans, employee pension plans and seniority-based benefits will be
governed by the requirements of applicable state and federal law, specifically the Uniformed Services Employment and
Reemployment Rights Act of 1994 and the Local Government Employees Benefits Continuation Act (50 ILCS 140).

10.44 JURY DUTY AND COURT APPEARANCES

10.44-1 RIGHT TO SERVE: Upon notice to the Department Head, full-time or part-time employees shall be
permitted authorized absence from duty for appearances in court because of jury service and obedience to subpoena or by
direction of proper authority.

10.44-2 JURY DUTY PAID AS WORK HOURS: Said absence from duty will be with full pay for each day the
employee serves on jury duty or testifies as a witness, including necessary travel time. Upon performing such service, the
employee will sign a waiver of the allowable per diem as such performance of duty is considered time worked. Travel
time, however, will be paid. The employee will report to work when not required to be in court during regular work hours.

10.44-3 CARRY OVER PROHIBITED: Attendance in court in connection with an employee's official usual duty or in
connection with a case in which the County of McLean is a party, together with travel time necessarily involved, shall
not be considered absence from duty within the meaning of this policy.

10.44-4 ABSENCE WITHOUT PAY WHEN COURT APPEARANCE IS NOT WORK RELATED: Said absence
from duty will be without pay when an employee appears in private litigation to which the County of McLean is not a

party.

10.44-5 VERIFICATION OF JURY DUTY: Employees may be required to provide written verification of their jury
service, including dates of service and the date and time of their release from service,

10.45 BEREAVEMENT LEAVE: An employee may be absent with pay from work for a period of up to three (3) working
days due to a death in the immediate family. The immediate family shall be defined here as the employee’s parents,
children, spouse, siblings, grandparents, grandchildren, and in-laws. Exceptions for those beyond this definition may be
made at the discretion of the Department Head. Department Heads may grant additional time in unusual circumstances.
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Department Heads, additionally, shall have the authority to grant bereavement leave in hourly increments for situations
other than those listed above.

10.46 PERSONAL LEAVE: Personal leave is granted by the County and is designed to be a flexible form of paid
leave. It may be used for any reason that an employee sees necessary. Unless the reason for personal leave is an
emergency situation, precluding the making of prior arrangements, the leave is to be scheduled with the consent of the
employee's supervisor far enough in advance to keep personal leave days geared both to operation needs of the County and
the convenience of the employee.

10.46-1 PURPOSE AND AMOUNT: Personal time leave is gtanted for discretionary purposes to every full-time County
employee in the amount of two (2) days at the beginning of each fiscal year. Employees hired after the beginning of the
fiscal year shall be granted the pro-rata amount of personal time for that year, based on date of hire. All uses of pessonal
leave shall be charged in fifteen (15) minute increments.

10.46-2 CARRY OVER PROHIBITED: It is not permissible to carry over unused personal leave from one (1) fiscal year
to another, therefore, unused personal time shall expire at the end of the fiscal year. Additionally, upon
termination of an employee, any unused personal leave will not be paid.

10.47 LEAVES OF ABSENCE WITHOUT PAY

10.47-1 DISABIITY LEAVE: Work Connected Injury or Occupational Disease. Any employee of McLean County

who suffers injury or occupational disease as a result of a work connected accident or condition shall, upon proper

investigation and authentication, be granted leave and shall be entitled to compensation as provided by the Illinois State

Worker's Compensation laws (820 ILCS 303 et seq.).

A) Temporary Total Disability (TTD) - If the periods of TTD for work lasts more than three working days, weekly
compensation shall be paid beginning of the fourth (4th) day of such TTD and continues as long as the TTD lasts.
In cases where the TTID for work continues for a period of 14 days or more from the day of the accident, compensation
shall commence on the day after the accident,

1) Fora petiod of TTD from work lasting three (3) days or less, the employee may use sick leave, or if no sick leave is
available, any benefit time which is available.

2} McLean County will continue to pay benefit insurance premiums for the employee for the period of short term
disability up to a maximum of two months beyond the month in which the TTD commenced.

3) The employee shall contact the office of the McLean County Treasurer to arrange dependent insurance coverage

payments,

B) Total Permanent Disability (TPD) - Total permanent disability is complete disability which renders the employee
permanently unable to do any kind of work for which there is a reasonably expected employment matket.

1) Upon a determination by Worker's Compensation agent that TPD for work exists, the employee will be
removed from the payroll.

2) The employee shall contact the McLean County Board Office for assistance and direction regarding conversion, if
available, of any current benefit programs.

C) Law Enforcement Officers - Law Enforcement Officers employed by the County who suffer any injury in the line
of duty which causes the employee to be unable to perform their duties, shall continue to be paid by the County on the
same basis as before the injury, without deduction from sick leave credits, compensatory time or genetal leave for
as long as the injury lasts, but no longer than one (1) year. An injured officer, under this policy, may not be
employed in any other manner, with or without pay. (5 ILCS 345.01 et seq.).

10.47-2 EXTENDED LEAVES OF ABSENCE:
A) At the employee's option, vacation leave and compensatory time off accumulated may be used for personal obligations
requiring leaves of absence for longer duration than the personal leave provided in 10. 46.

B) The employee must request leave without pay from the Department Head in writing for leave in excess of available or
accumulated paid time off before said leave is taken.
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C} Leave under this section or extension thereof, must be approved by the Department Head, the County Administrator
and the appropriate committee of the County Board.

D) Assoon as the leave is granted {or when it is extended}, the Department Head should forward a Payroll Change Form to
the County Administrator noting that the employee is on leave,

E} Anemployee on an extended leave of absence, without pay, does not accrue vacation leave or sick leave credit for the
period of the unpaid leave of absence. Such employees may continue medical insurance coverage and life
insurance coverage, but only where the employee pays the total cost of such participation while on unpaid leave of
absence. Such employees continue IM.R.F. participation according to the rules and regulations established by LM.R.F.

10.47-3 FAMILY AND MEDICAL LEAVE: McLean County will provide all eligible employees and officials with up to

12 weeks of family and/or medical leave during any 12 month period, whether paid or unpaid, as required by the federal

Farnily and Medical Leave Act of 1993, However, all employees shall exhaust all paid leave available, prior to going on

unpaid leave,

A) Employees eligible - To be eligible for leave, an employee must qualify for LM.R.F. coverage (1,000 hours per year
standard) AND either: '

1} Successfully complete the initial evalnation period with the County, or
2) Complete one (1) year of employment with the County, whichever occurs first.

B) Usage - The following situations are allowable under the Family and Medical Leave Policy:

1) Care of an employee's child, including birth or placement for adoption or foster care.
2) Care of a child, spouse, or parent with a serious heaith condition,
3) A serious health condition which makes the employee unable to perform the employee’s job.

C) Length of Leave - An employee may take 12 work weeks of unpaid leave per each 12 month period of employment,
inclusive of any paid leave for the same purpose. In the case of a birth or adoption, the leave option expires one year
after the event. This leave is based on a rolling 12 months period for the individual employee, not on a calendar
basis.

D} Intermittent leave up to 12 weeks, per 12 months period may be taken if medically necessary. However, a request for
intermittent leave requires consent by McLean County. This shall be approved by the Department Head, only if the
Department Head determines that such action would have no detrimental effect on the operations of the department.
All other such requests shall be denied.

E) Health Coverage - During the term of leave, MclLean County will continue to pay its shl,are'of an employee's health
coverage, Ifthe employee fails to return to work, unless such failure is due to continuation of a medical condition
or circumstances beyond the employee's control, the employee must repay McLean County the full cost of health
coverage paid during the leave period.

10.48 TOPS PROGRAM AT THE JUVENILE DETENTION CENTER

10.48-1 PURPOSE:
The purpose of the Time Off Paid System (TOPS) is:
A) To provide flexibility for employees te utilize paid time off to their advantage.

B) To provide protection from loss of income during long-term illness.

C) To provide the McLean County Juvenile Detention Center with the necessary staff to maintain its functions at an
effective level. :

10.48-2 ELIGIBILITY: This TOPS (Time Off Paid System) Program shall apply to ail employees at the McLean County
Juvenile Detention Center who are involved in continuous operations, i.e. these positions which must be staffed on a 24«
hour per day, 365 days per year basis. This program replaces the paid leave provisions for these employees which generally
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cover holiday leave, vacation leave, personatl leave, and sick leave.

All detention staff employees, with the exceptions of the Superintendent, Assistant Superintendent, and support staff, who
otherwise are eligible for leave are covered by this TOPS program.

10.48-3 REGULATIONS:

A) The Superintendent/Assistant Superintendent retain the right to schedule detention staff in order to maintain adequate
staff, to provide the services expected in the department. Therefore, the Superintendent/Assistant Superintendent has
the authority to determine schedules and fo limit the granting of requests for Regular TOPS, as necessary to fulfill that
responsibility, In granting requests for Regular TOPS hours, all other things being equal, continucus length of service
with the County will be given preference.

B) Regular TOPS and TOPS Reserve Hours are accrued based on the number of hours paid by McLean County. During
an employee's evaluation period, Regular TOPS time can only be used as authorized by the Superintendent/Assistant
Superintendent.

C) Regular TOPS hours (other than itlness) must be scheduled through the supervisor.

D) A minimum of 120 hours of Regular TOPS must be taken each year after the first year of employment; during the
remainder of the calendar year in which employment under the TOPS program begins, a minimum average of ten (10}
hours per month must be taken. After six (6) years of service the minimum increases to 160 hours.

Failure to take the minimum hours off shall result in forfeiture of the excess hours (120 or 160 minus the hours actually
taken off), unfess such failure is due to the canceliation of scheduled hours off by the County. This forfeiture shall
oceur at the time of the "sefl back" described in 10.34-3 e. and 10.34-6.

E) Individuals may "sell back" accumulations down to & minimum of forty (40) hours in their Regular TOPS hours
account, This option is granted once a vear, to be paid in November upon the close of the first payroll period ending in
that month.

F) Regular TOPS hours may be accumulated to a maximum of two {2) times the annual rate of accrual.

() Regular TOPS hours may not be used after notice of resignation has been given.

H) All time off that is paid will be charged to the Regular TOPS hours or the TOPS Reserve Account. All Regular TOPS
hours and TOPS Reserve Account hours taken must be available at the time that the hours are taken to receive pay.

D)  An individual scheduled to work a holiday who fails to work the scheduled shift on that holiday will be docked eight
(8) Regular TOPS hours for the holiday, unless the individual is hospitalized, post-hospitalized but no released by a
physician to return to work, or is suffering from illness and is sent home by the shift supervisor or appropriate
Department Head. For purposes of this provision, the holidays are those adapted by the McLean County Board except
that, for those which occur on a weekend and are moved to a weekday, they shall retain their original (weekend) date.

An individual so docked eight (8) Repgular TOPS hours may still receive eight (8) hours of pay for that day if he/she
provides proof of the illness and is granted the use of TOPS time for the day.

RATE OF ACCRUAL OF REGULAR TOPS HOURS

PROJECTED PROJECTED
YEARS AMOUNT EARNED PER HOUR HOURS DAYS
0-6 1193 ' 248 31
7-15 1385 : 288 36
16 .1423 296 37
17 1462 304 38
18 1500 312 39
19 1539 320 40
20 A577 328 41

Regular TOPS and TOPS Reserve Account hours accrue on all regular hours worked, paid Regular TOPS and paid TOPS
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Reserve Account hours.

10.48-4 RESERVE ACCOUNT:
There will also be established an additional benefit entitled "Reserve Account”. The Reserve Account builds protection
from pay losses due to hospitalization for long-term, serious medical problems, or cutpatient surgery.

RATE OF ACCRUAL FOR RESERVE ACCOUNT HOURS
AMQOUNT EARNED PER HOUR PROJECTED HOURS YEARLY '~ PROJECTED DAYS YEARLY

.0193 40 3

10.48-5 RESERVE ACCOUNT REGULATIONS:
A) A Reserve Account may accumulate up to 2 maximum of 720 hours.

B) Eligible uses are:

1) Immediately when hospitalized and for post-hospitalization and convalescent care resulting therefrom and
authorized by the individual's physician,
2) Fallowing an illness/injury absence from work of five (5} consecutive work days with physician's verification.

3) For long-term serious medical problems which may not require hospitalization but which recur within a 60-day
period, the five (5) consecutive workday requirement will be waived when authorized by the employee's
supervisor.

4) Immediately when having scheduled outpatient surgery as verified by a licensed physician.

5) This benefit is not eligible for "sell back", nor may it be used for the itlness or injury of members of the immediate
family.

10.48-6 SELL BACK AT RETIREMENT, RESIGNATION OR GOING FROM BENEFIT ELIGIBLE TO NON-ELIGIBLE:
In the event that an individual voluntarily leaves or retires from employment of the Juvenile Detention Center, or goes from
benefit eligible to non-eligible (if employed one year or longer), there is a special sell back feature so that the individual
does not forfeit the benefits he/she accumulated. At resignation/retirement, or loss of benefit eligibility sell back of one-half
(1/2) of the hours in the Regular TOPS hours account at the cutrent hourly salary and the other one-half (1/2) at the
percentage of the current hourly salary as shown in the following chart is allowed:

Less than 1 year 0%

1 year or more; less than 2 years of eligible service 55%
2 years or more; less than 5 years of eligible service T0%
5 years or more; less than 10 years of eligible service  80%
10 years or more of eligible service 100%

Upon resignation/retirement, all eligible hours will be forfeited, unless at least two (2} weeks written notice is give, except
that the employee shall receive payment for one-half (1/2) of the hours remaining in the Regular TOPS hours account at the
respective current hourly rate.

10.48-7 PERMANENT CHANGES OF ELIGIBILITY STATUS FOR TOPS:

Going from the TOPS plan to any non-TOPS plan in the County, an individuai may elect one of the following options:

A) To be paid Regular TOPS hours at the appropriate "sell back” rate down to a minimum of 40 hours; and convert
Reserve Hours earned plus 40 Reguiar TOPS hours to sick _time; or

B) To convert Regular TOPS hours to vacation hours at a maximum of 1% times the new maximum accumulation rate; be
paid Regular TOPS hours at the appropriate "sell back” rate for excess hours not converted to vacation downtoa
minimum of 40 hours; and convert Reserve Hours eamed plus 40 Regular TOPS hours to sick time.

ARTICLE 5
POSITION CLASSIFICATION PLAN AND PAY PLAN
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10.50 POSITION CLASSIFICATION PLAN: It is the purpose of the McIean County Position Classification Plan to
ensure that:

A) Positions are appropriately classified and class specifications are up to date and in compliance with the Americans with
Disabilities Act (ADA), including the development of new class specifications and position allocations, as necessary,

B) The relative internal ranking of the classifications with respect to assigned duties and responsibilities are up to date and
based on a proven system of job evaluation reflective of the values of McLean County;

() The County’s existing pay structure, on a classification-by-classification basis, is competitive with other comparable
public and private sector organizations with comparable functions;

D) The County’s current policies and procedures for administering the classification and salary plans are up to date with
common practices.

10.50-1 RESPONSIBILITY: The County Administrator shall establish and maintain a Position Classification Plan that
provides the basis for recruitment, selection, promotion, career training and development, and compensation of County
employees (Position Appraisal Method Table).

10.50-2 DEFINITIONS USED IN POSITION CLASSIFICATION PLAN:

Class - A group of positions in the County personnel system sufficiently similar in duties, responsibilities, and minimum
requirements of training and experience, so that the positions may easily be compared and ranked to achieve equity of
treatment.

Classification - The process of allocating positions to classes of work and classes of pay grades, so individuals are
employed and compensated on the basis of merit, fitness, and actual duties and responsibilities so that there exists equal
pay for equal work. McLean County uses a position classification system entitled Position Appraisal Method (PAM),
originally implemented by Public Administration Service, Inc (PAS), to maintain the position classification and pay plan.

Grade or Pay Grade - The numerical designation of a fixed salary range assigned to a position, class, or group of classes.
Position - An individual job within the County's personne] system.

Position Description - A detailed written description of the specific duties typically assigned to and performed by a particular
employee in a particular job class.

10.50-3 ALLOCATION OF POSITIONS: The Position Classification Plan (see Position Appraisal Methed Table)
establishes that: '
A) The PAM Table shall aliocate positions to the appropriate classes;

B) A class may include either a single position or two or more positions;
C) Each position shall have a Position Description that includes:

1) A concise, descriptive title.
2} A description of the duties and responsibilities of the position.
3) A statement of the desirable qualifications for the position.

10.50-4 MAINTENANCE OF THE CLASSIFICATION PLAN; The Position Classification Plan shall be

maintained as follows:

A) Whenever a hiring authority desires to establish a new position, or to substantially change the duties of an existing
position to the degree that a new position would be created, the hiring authority shall make a request to the County
Administrator, who shall research the request and recommend appropriate action (by using either the New Position
Request or the Position Reclassification Request). A higher level class in a series shoutd not be established solely for
the purpose of providing additional compensation to tenured employees when the work to be performed by the higher
class is substantially the same as the lower class. Except in extraordinary circurnstances, new positions and position
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reclassifications are normally approved as part of the annual budget process and must be approved by the Finance
Committee.

B) The County Administrator may periodically review any or all positions using the Position Appraisal Method and report
recommendations to the Finance Committee and the affected departments. Departments and offices shall review
current position descriptions and recommend changes needed to the County Administrator, who shall maintain the
official position descriptions.

C) Any employee may request, in writing, that the County Administrator review the classification of their position.
The County Administrator shall use the Position Reclassification Form to recommend such a change.

10.50-5 RESPONSIBILITY FOR INTERPRETATION: The County Administrator shall be responsible for the
interpretation of the Positions Classification Plan. The class specifications are descriptive and not restrictive.

10.50-6 AMENDMENTS, ADJUSTMENTS AND REALLOCATIONS:; The addition of classes, the reallocation of
positions, and the adjustments of positions and any substantial alteration of the Plan is normally performed as part of
the annual budget process and is subject to the approval of the County Board.

10.50-7 PROCEDURE FOR USING POSITION DESCRIPTIONS:
A) The County Administrator shall maintain Countywide position descriptions. Department Heads are responsible for the
periodic review and changes to positions within their departments.

B) Departiment Heads shall request any changes they believe to be necessary by notifying the County Administrator, who
shall recommend any such changes by using either the New Position Request or the Position Reclassification
Request. The County Administrator shall also report any and all recommendations to the Finance Committee and all
affected departments.

C) Position descriptions are important not only for maintenance of the pay system, but for use in recruitment, selection,
training, establishing promotional ladders, safety evaluation, etc. Position descriptions will often be required for use in
these areas. They should be utilized in evaluation of employees on the basis of performance of assigned duties.

10.50-8 LOCATION OF POSITION DESCRIPTIONS: A complete inventory of all position descriptions shall be on
fie in the County Administrator’s Office.

10.51 EXPLANATIQN OF POSITION SPECIFICATIONS: Classifications of all positions are specified in the
Class Codes Listings, and are identified by unique four digit class codes. They are classified under nine different service
types, then further divided under more specific class titles, and finally each listed separately:

A) Administrative Support and Administrative Service (0XXX)- Administrative Support, Accounting and Financial,
Computer/Information, and Administrative and Executive.

B) Legal and Judicial Services (1XXX)- Legal, Judicial, and Probation,
C) Community Services (2XXX)- Animal Control, Coroner, Recreation, Children, and Veterans.

D) Public Safety Services (3XXX)- Law Enforcement, Emergency Communication, Emergency/Disaster, and Building
~ Security.

E) Detention Setvices (4XXX)- Juvenile Detention and Adult Correction.

F)} Property Assessment Services (3XXX

G) County Development Services (6XXX)- Code Compliance, Planning, and Engineering.

H) Highway, Facilities, and Equipment Maintenance Services (7XXX)- Highway, Facilities, Parks, and Equipment.
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1) Health Services (8XXX)- Nursing, Nutrition, Health Programs, Social, and Environmentat Health.

10.51-1 CLASS TITLE: The class title is intended to provide a brief but descriptive name for positions in the classification,
By using the class title on payrolls, budget estimates, personnel reports, and other official forms and reports dealing with
positions or personnel, a common understanding of the positions will be provided.

10.51-2 SUMMARY: This section consists of a one-paragraph brief of the class, or the class concept. It describes the type
of work performed, as well as the general area of work and responsibility level, Other information stated includes how this
class is different from classes closely related, any lead responsibilities or supervision provided, and the nature in which
assignments are received and work is reviewed.

10.51-3 SUPERVISORY RESPONSIBILITIES: This section briefly describes and clarifies the supervisory
responsibilities of the class, typically in one sentence, It should indicate whether the supervision is direct or
indirect (through intermediary supervisors) and the size of the staff supervised in terms of small, medium, Jarge-
sized, etc. Also, this section should include a description of the classes of employees supervised, or by
characterizing supervised employees by functional types.

10.51-4 ESSENTIAL DUTIES AND RESPONSIBILITIES: This section gives specific examples of tasks which
illustrate the kind of work performed described in previous sections. The examples should be somewhat common in
most of the positions of that class, as well as show a range of different duties. While not every duty will be listed,
the important or major assignments should be listed along with those most frequently performed. Also, various
types of equipment and machinery used should be described if they are an essential part of the duties,

10.51-5 KNOWLEDGE, SKILLS AND ABILITIES: In this section of the class specification, the knowledge, skills and
abilities required to begin effective work in positions which are allocated to this class should be listed. Knowledge should
typically refer to and discuss an organized body of information, usually factual or procedural. Knowledge shall be
described on three different levels, and shall be listed in the position specification in descending order:

A) Considerable Knowledge- Implies sufficient knowledge in a field to perform most work with little direct
supervision, including common and varied, irregular, and out-of-the ordinary work situations.

B) Knowledge- Implies sufficient familiarity with the general types of work involved to be able to proceed with
standard duties after familiarization with the organization and its standard procedures.

C) Some Knowledge- Implies sufficient familiarity with the subject to know some elementary principles and
terminology, to be able to perform in a limited range of work situations, and to understand simpler problems
encountered.

A skill refers to the manipulative motor skills; however, these physical skills may be included as abilities. Abilities have
to do with physical and/or innate capabilities by or through which people give effect to, apply, or utilized knowledge.

10.51-6 MINIMUM EDUCATION AND EXPERIENCE: This section specifies the type and amount of previous work
experience and the type and amount of previous formal education required (if any) which a candidate should possess. Such
Tequirements are used as basic screening devices. Education should be listed first, identifying the type of relevant education
required. Experience should be listed second, and identify the length and type of experience required.

A) Some experience- Implies a small amount of experience sufficient to enable persons to have general familiarity
with methods and terminology in common work situations of the occupational field. (This may be in the general
range of no experience to two years of experience but will vary depending on how relevant and how recent it is.}

B) Experience- Implies sufficient experience to petform independently the standard duties usually found in the
particular type of work. (This experience may be in the range of two to four years.)

C) Considerable experience- Implies sufficient experience to provide familiarity with principles and practices
applicable to a wide variety of work characteristics of the class, including unusual as well as commonplace work
situations. (This experience may be in the range of four to six years.)
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10.51-7 CERTIFICATES, 1 ICENSES, REGISTRATIONS: This section is for listing any legal requirements, certifications,
and/or regulations that limit the practice of a profession or occupation to persons who possess a specific requirement. There
may also be very specific prerequisites to certain classes that must be met before otherwise qualifying.

10.51-8 PHYSICAL ATTRIBUTES/DEMANDS: This section describes the physical demands of the job and the
physical attributes required to perform the essential duties and responsibilities. The physical activities required of the
job should be listed, as well as the frequency with which they are done. If physical activities such as carrying or
moving are required, describe the type of objects carried or moved and the approximate range of weight of items
catried. Describe required operation of equipment in this section and the frequency.

10.51-9 WORK ENVIRONMENT: This section should describe the work environmeit or setting of the job. Describe
the environment or setting in which the job is primarily performed, any secondary seiting and the frequency. Indicate
elements or hazards an employee performing this job will typically be exposed to, protective equipment required and
the frequency of such conditions.

10.52 THE PAY PLAN - COMPOSITION AND DEFINITION

10.52-1 COMPOSITION; The pay plan shall consist of the Position Classification and Pay Ranges for the fiscal year and the
parrative document entitled General Compensation Plan for Non-Union Employees. The Position Classification and Pay
Ranges for the fiscal year consists of minimum, midpoint, and maximum rates of pay, and is updated annually.

10.52-2 DEFINITONS:
A) Oversight Committee- The County Board committee assigned the responsibility of reviewing personnel salaries.

B) AOQIC (The Administrative Office of the Illinois Courts Probation Division)- Provisions which reference the
AOIC only apply when the personnel involved are professional employees in the Court Services Department.

C)} General Employees- All professional, technical, administrative and support employees of McLean County whose
annual salaries are determined in accordance with the McLean County General Compensation Schedule.

D) Permanent Employees- Employees whose positions are recognized in the annual McLean County Budget as full-
time (0503.xxxx account number) or part-time (0515.xxxx account number) and who have every expectation that
their employment in that classification will continue from year to year without interruption.

E) Promotion- A change in an employee's position classification to a position classification which has a higher pay
range.

F) Demotion- A change in an employee's position classification to a position classification which has a lower pay
range.

() Transfer- A change in an employee's position classification to a position classification which has the same pay
range, or lateral transfer,

H) Merit Anniversary Date- The date on which an employee is eligible for consideration for a salary increase based
on performance. .

I) Position Appraisal Method (PAM)- A system for evaluating and maintaining internal job relationships within
the McLean County personnel system, implemented July 1, 2000.

10.52-3 ANNUAL SALARY ADJUSTMENTS: All employees included in the Position Classification shall receive
any across-the-board salary adjustment which is applied to their respective salary schedules.

10.52-4 PHILOSOPHY RELATED TQO STEP PROGRESSION: All pay grades in the Position Classification contain
a range of salary rates, which allow employees in the same pay grade of the compensation system to receive different
rates of pay.
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A) Pay Progression- McLean County expects its employees to progress along a salary range on some basis other
than, and in addition to, any cost of living pay increases. This may take the form of a longevity system which is
based on one's length of service, or a performance based system which provides merit.

B) Merit Increases- McLean County believes that performance measurements and achievement provide the best
methodology for determining pay progression. This allows an employee’s rate of pay to be determined by the
employee’s own performance and value to the organization. It provides the department with an incentive tool to
achieve departmental and organizational goals and encourages all employees to reach their maximum potential.
Such increases also allow the department to differentiate among employees in order to recognize individuals
whose performance is superior, as well as those who need to improve. We also recognize that the "average” or
"satisfactory" employee should progress on the salary range in that their additional year of service has benefited
the County, However, this component of pay progression is a minor portion of an employee’s merit increase.

C) Competency- The salary ranges adopted by McLean County are structured so that the midpoint of each such
range represents "competency.” Such competency is not just an indication that the employee has the necessary
knowledge, skills, and abilities to perform the duties and responsibilities of the position, but also that the
employee knows and understands the environment, including, as appropriate to the position, the political
structure, other employees, outside contacts, etc.

D) Beyond Competency- Progression along those wage steps which are above the midpoint of the salary range are
reserved for employees whose performance consistently goes beyond competency. Advancement along these
steps requires that the employee adds value to the position and the organization through their achievemenis on
behalf of the organization.

E) Maximum Limits- The salary range recognizes that there is a limit to the amount of achievement and value
which an individual, by nature of the specific position classification which the employee occupies, can bring to
the organization. Once an employee reaches the maximum salary rate for the position classification, the
employee’s annual compensation rate, albeit no longer progressing, rewards continuai efforts and achievements.

10.32-5 EVALUATIONS AND MERIT INCREASES:

A) All merit increases require that a performance evaluation form, satisfactory to the County Administrator’s Office
and, as applicable, to the AOIC, be submitted to the County Administrator's Office along with the merit increase
request, i.e. a completed Payroll Change Form. Whether or not the employee receives a merit increase, the
evaluation form shall be sent to the County Administrator's Office no later than the Merit Anniversary Date. Said
form shall be returned by that office to the Department Head within two weeks.

B} All merit increases require an average evaluation score consistent with the merit step chart detailed in 10.52-7.
Beyond the level of competency, i.e. the midpoint of the salary range, progression should become more difficult
as the overall performance of the employee must be above that level required by the position. Thus, the amount
of progression is less when the employee approaches midpoint and is further reduced as the employee progresses
toward the maximum of the range. '

C) The County Administrator's Office may teject a merit increase, pending a review and decision by the Oversight
Commitiee and, as applicable, the AOIC. Such action shall be based on the belief that merit increase(s) within a
department are not consistent with merit principles or with the provisions of this compensation plan.

D) The County Administrator's Office shall reject any request for a merit increase which does not conform to the
provisions of this compensation plan or to the requirements of the performance evaluation instrument and
instructions.

10.52-6 ESTABLISHING SALARIES:
A) New Hires- In order to recognize the value of long-term employees and to avoid wage compression within a pay
grade, new hires should be employed at the minimum rate of their respective pay grades. If any position
classification on the Position Classification includes employees scheduled for both a 37.5 hour workweek and a |
40-hour workweek, the minimum and maximum hourly rate for that position classification shall be the minimum
and maximum hourly rate for those on the 40-hour workweek schedule.
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B)

O

D)

Each Department Head is authorized to offer a starting rate above the minimum, if necessary to employ a
qualified candidate, subject to the following:

1) Department Head Discretion- The Department Head may offer a starting rate up to a maximum of 10 steps
above the minimum rate to a candidate for any position classification.

2} Impacted Positions List- Candidates for position classifications requested by the County Administrator and
approved by the Oversight Committee as "impacted" due to the difficulty of attracting and retaining qualified
employees shall be eligible for the following, in addition to A)l) above:

a) Experience Credit- The employee may receive a maximum of an additional 3 steps of the minimum
starting rate for each vear of experience which is directly related to the position with the County, limited
to a total additional maximum of 12 steps.

b) Education Credit- A professional employee may receive a maximum of an additional 8 steps of the
minimum starting rate for an educational degree which is directly related to the position with the County
and which i8 above the educational requirements for the position classification.

¢} The County Administrator may approve a maximum of an additional 10 steps, if, in the County
Administrator’s judgment, it is in the best interests of the County and necessary to attract the qualified
employee.

3) Elected officials or Department Heads who believe the Department Head Discretion and Impacted Position
policies would result in an insufficient starting rate for a candidate or vacancy must notify the County
Administrator in sufficient time prior to the meeting of the Oversight Committee that they wish to request
that the Oversight Committee set a higher starting rate for a particular candidate or vacancy. The Oversight
Committee shall require a report from the County Administrator as to adjustments, if any, in the PAM
Factors for the subject position. '

Promotions- A promoted employee shall generally receive a 5% increase but not less than the minimmum nor
more than the maximum rate of the pay range for the employee's new position classification. Also, the increase
may exceed 5% if the change in the employee's merit date is disadvantageous; in which case an additional
percentage shall be added by calculating the number of months of merit lost by the employee and multiplying that
by the potential merit increase in the employee’s previous position classification, The exact increase shall be
determined by the County Adnrinisirator in consultation with the Department Head. Any increase exceeding
10%, unless necessary to reach the minimum of the new salary range, requires the consent of the Oversight
Committee and, as applicable, the AOIC. The employee's merit anniversary date will be the date of the
promotion.

Demotions- A demoted employee shall receive the same step in the new salary range as received of the previous
(higher) salary range. However, in cases where an employee is returned to a previously held position during an
evaluation period, they shall receive the same pay rate as received prior to being promoted. The extent of the
decrease may be lessened if, projected over the next 12 months, this would result in a loss greater than the
percentage differential between the two salary ranges. Also, the decrease may be lessened if the change in the
employee's merit date is disadvantageous; in which case an additional percentage shall be added by calculating
the number of months of metit lost by the employee and multiplying that by the potential merit increase in the
previous position classification. Also, the Department Head may consult with the County Administrator's Office
concerning possible arrangements to withhold future increases to mitigate the extent of present salary loss to the
employee. Any such arrangement requires the written consent of the employee and must be reported to the
Oversight Committee and, as applicable, the AOIC. The employee's merit anniversary date will be the date of the
demotion.

Transfers- Transferred employees shall retain their present salary and merit anniversary date. If an erployee
transfers from one department to another within four (4} months of the next Merit Anniversary Date, the
department receiving the employee may request that the employee’s performance evaluation be completed by
their previous department.

10.52-7 MERIT INCREASES:
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A) Eligibility- All permanent employees shall be eligible for merit increase consideration on their merit anniversary
dates. Each employvee eligible for a merit increase shali be evaluated in accordance with this compensation plan
and the requirements of the evaluation instrument and instructions under departmental procedures so that said
evaluation is completed and discussed with the employee prior to the actual Merit Ammiversary Date. In the case
of part-time employees, the actual Merit Anniversary Date shall not be considered to have ocourred unless the
employee has at least 900 hours of actual work hours (inclading benefit time) since the last merit increase (or 450
hours when the first merit increase is six months from the date of hire). The merit increase shall be effective at
the beginning of the payroll period:

1) During which the employee's Merit Anniversary Date falls, assuming that the employee is normally
scheduled to work on or after that date during that payroll period, if the Evaluation Form and Payroll Change
Form are received in a timely manner; or

2) Atthe beginning of the next payroll period following the receipt of the Evatuation Form and Payroll Change
Form by the County Administrator’s Office, if these materials are late.

B) Evaluation Period- All newly hired employees shall serve a six-month evaluation period which may be extended
by the Department Head if additional time is necessary in order to properly evaluate the employee's prospect of
success in the position. All such extensions must be reported in writing to the County Administrator's Office.
Employees who successfully complete their evaluation period, except as noted, shall receive an increase of a
maximum of steps indicated by the charts in subsection C), and the end of the evaluation period shall be their
merit anniversary date. Those employees who start at step 11 or above of the pay grade for the position
classification shall retain their employment date as their merit anniversary date, regardless of the ending date of
their evaluation period.

C) Merit Increase Ranges- Employees who qualify for merit increases shall receive salary increases in accordance
with the following schedules. Each step equals 1/2% (one-half percent) of the minimum salary for the particular
pay grade and salary schedule. All evaluation scores are based on a total of five (5) possible points. The step
columns refer to the employees' current step (prior to receiving this merit increase). For certain employees in the
Court Services Department, who are under the jurisdiction of the AOIC, it is recognized that those below the
midpoint of their respective salary ranges also receive merit and longevity credit within any annual salary
adjustment, as described in 10.52-3.

COMPENSATION SCHEDULE: EMPLOYEES RANGE 13 AND HIGHER

Evaluation Employee's Employee's Employee's Employee's
Score Current # Current # Current # Current #
Step  Steps Step Steps Step  Steps Step  Steps

475-5.00 1-40 8 4160 7 6180 6 81-101 5
4.50-474 1-40 7 4160 6 61-80 5 B81-101 4
400-449 1-40 6 4160 5 o61-80 4 81-101 3
3.50-39% 1-40 5 41606 4 6180 3 81-101 2
3.00-349 1-40 4 4160 3 61-80 2 81-101 1
2.50-299 1-40 3 4160 2 6180 1 81108 O
200-249 1-40 2 4160 1 61-80 0 81-101 ¢

COMPENSATION SCHEDULE: EMPLOYEES RANGE 12 AND LOWER

Evaluation Employee's Employee's Employee's Employee's
Score Current # Current # Current # Current #
Step  Steps Step Steps Step  Steps Step  Steps

475-500 140 8 4157 7 5874 6 7591 3
450-474  1-40 7 41-57 6 58-74 5 7391 4
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4.00-449 1-40 6 41-57 5 58-74 4 7591 3
3.50-399 140 5 4157 4 5874 3 07591 2
3.00-349 140 4 41-57 3 5874 2 7591 1
2.50-299 140 3 4137 2 58-74 1 7581 O
2.00-249 140 2 4157 1 5874 0 7591 0

Certain employees of the Court Services Department, due to the requirements of the AOIC, shall not be eligible
for any such increase unless their evaluation score is 2 minimum of 3,25. This compensation plan alse recognizes
that such emplovees receive credit for theit longevity as well as their performance but that such credit is provided
partially by any across-the-board increase, as provided in 10.52-3 of this policy.

D) Merit Increase Methodology- All merit increases shall be added to the employee's present salary rate. The
employee's new salary rate shall be stated in even steps with each step equaling increments of one-half of one
percent (0.5%) of the minimum of the salary range for the position classification and shall not exceed the
maximum of the salary range.

E) Merit Standards- The merit step system is designed to permit departments to reward employees for their
performance, It is understood that the indiscriminate awarding of merit acts as a disincentive for employees who
typically are exceptional performers. It follows that the number of merit steps awarded to various employees
within a department should differ. In order to protect the intent of this merit system, the County Administrator's
Office shall be responsible for maintaining statistics necessary to determine that merit standards ave met. This
shall be accomplished as follows:

1) Each department, as identified within the McLean County Annual Budget, shail evaluate the employees
within that department and be responsible for maintaining the merit standards.

2) Merit standards shall be considered as met by each department unless such department awards merit so that
the department's ratio of steps awarded divided by the maximum steps available, exclusive of any such award
for an employee who reaches the maximum step for that position classification by receiving four (4) or less
steps of merit, is 1.0 or more standard deviations higher than the mean for all departments collectively.

3} Any department which exceeds this merit standard over a one calendar year period shall, for the next
calendar year, be limited to the following maximum number of merit steps for each employee: 1/2 (one-half)
of the number of steps indicated in the merit step chart,

4) If such department's performance evaluation scores continue to exceed the norm for all other departments,
then the above restriction on merit steps shall continue during the next vear,

10.52-8 POLICY REVIEW: This Position Classification and Pay Plan shall be reviewed annually by the County
Administrator, who shall make recommendations concerning this plan to the Oversight Committee, which may
recommend changes to the County Board and, as applicable, to the AOIC. The annual review shall include a study of
the PAM Factors for one or more positions, and recommendations for changes thereto.

10.53 DEVELOPMENT AND MAINTENANCE OF COMPENSATION RANGES:

A) Compensation ranges are linked directly to the plan of position classifications and shall be determined with due regard to
ranges in pay for other classes, relative difficulty and responsibility of positions in the class, availability of employees in
certain occupational categories, rates of pay in other jurisdictions, cost-of-living factors, the financial policies of the
County and other economic considerations.

B) Prior to the preparation of each annual budget, the County Administrator shall present a proposed compensation schedule
to the Finance Committee for approval.

10.54 REALLOCATION DOWNWARD: When a reallocation of a position to a lower grade occurs, the incumbents shall
remain at their present pay and will be eligible for the next annual merit increases based upon their previous Merit
Anniversary Dates.

10.55 OVERTIME PAYMENTS
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10.55-1 FLSA REQUIREMENTS: The Federal Fair Labor Standards Act (FLSA) requires that all employees who are not
exempt from overtime payment and who are not salaried be compensated at the rate of 1.5 times their regular hourly rate for
all hours actually worked beyond 40 hours in a work week. The County's workweek begins at 12:01 a.m. Sunday (midnight
of Saturday night) and ends at that same time the following weekend. The overtime payment may either be in wages or in
compensatory time gained (at the same 1.5 rate).

10.55-2 EXEMPT/NON-EXEMPT: Those employees eligible for overtime include all employees in position
classifications listed on the Salary Schedule as Grade ten (10) or below, except as specified, as well as those employees on
the Salary Schedule in Grade eleven {11) or higher who are specifically designated as non-exempt. All elected officials
are exempt from overtime by the nature of their positions,

10.55.3 CONTINUOUS/NON-CONTINUOUS: In conformance with the F.L.8.A., the following policy for providing

overtime payment as wages or compensatory time shall be utilized for those employees who are eligible for overtime:

A) Employees in non-continuous operations are those employees in position classifications with schedules which do not
generally require overtime work and which do not require a replacement when they are absent. These employees
shail receive 1.5 times their regular hourly rate, or compensatory time at the 1.5 rate, for all hours worked over40ina
workweek, with all paid hours counted toward the 40 hour requirement. However, this overtime pay/compensatory
time shall not apply unless the hours actually worked added to the paid hours not worked exceeds the 40 hour
requirement,

B) Employees in continuous operations are those employees in position classifications with schedules which normally
require overtime work because the position must be staffed on a 24-hours-per-day basis, which often requires that a
replacement be provided for any absence, These employees shall receive 1.5 times their regular hourly rate, or
compensatory time at the 1.5 rate, for all hours worked oveér 40 in a workweek, with only those hours actually worked
counted toward the 40 hour requirement.

10.55-4 EMPLOYEES ELIGIBLE FOR STRAIGHT-TIME OVERTIME: Although hours worked below 40 in a
work week are not regulated by the F.L.S.A. except as mandated by the minimum wage requirement, certain full-
time employees are regularly scheduled to work less than 40 hours in a work week. Generally, such employees
are on a 37.5 hours-per-week schedule. When such employees exceed their regularly scheduled full-time
schedule (actual time worked), they shall receive straight-time overtime at the rate of 1.0 times their hourly rate
for those additional hours worked below 40.

10.55-53 COMPENSATORY TIME: All employees who are eligible for overtime, as noted above, may be
compensated with the equivalent compensatory time rather than monetary payment. This shall also apply to Straight-
Time Overtime (Section 10.55-4). This election of compensatory time or monetary payment shall be made by the
employee before such overtime is recorded on the County's time sheets. Compensatory time shall be recorded as the
straight time equivalent, i.e. one hour of overtime at the 1.5 rate shall be reported as 1.5 hours of compensatory time
earned; the same hour of overtime at the 1,0 rate shall be reported as 1.0 hour of compensatory time eamed, etc.

10.535-6 COMPENSATORY TIME ACCRUAL LIMITS: All such earned Compensatory Time must be reported
under the proper pay code so that all such employees' pay stubs will contain their actual balances. Employees who
are not eligible for overtime payment may not report any hours as earned Compensatory Time. No employee's
actual Compensatory Time balance shall exceed 40 hours.

10.55-7 COMPENSATORY TIME OFF: Employees who request Compensatory Time Off, i.e. to use their sarned
Compensatory Time, shall make such requests in a manner consistent with departmental procedures, and in
increments of fifteen (15) minutes. Such requests shall be granted unless there is a negative impact on the
department's operation. Such accrued Compensatory Time must be used by employees prior to the termination of
their employment, since the purpose of ¢lecting Compensatory Time is to have time off, unless this is not possible
for operational reasons. Accrued Compensatory Time is not eligible for monetary payment, unless such time
remains after the employee's termination.

10.53-8 PROFESSIONAT AND ADMINISTRATIVE EMPLOYEES: Salaried exempt employees are not eligible
for overtime or Compensatory Time Off and shall not have their pay reduced because of absence during a work
week other than for disciplinary suspensions in increments of one week, for major violations of safety rules or lack
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of benefit time to provide payment during such an absence. Pay reductions for these reasons shall be not less than
one-day increments.

10.55-9 REQUIREMENTS FOR OVERTIME: All overtime must be authorized by the Department Head in
advance of being worked. If prior authorization is not feasible because of conditions, a confirming authorization
must be made on the next regular working day following the date on which the overtime was worked. Department
heads will make every effort to assign overtime as equitably and evenly as possible.

19.56 MISCELLANEQUS PAY PROVISIONS

10.56-1 ADMINISTRATIVE ADIUSTMENTS: When the County Administrator determines that a salary adjustment
may resolve a manifest error ot clear an inequity, and after approvat of the Finance Committee, the County Administrator
shall make such adjustments within the Pay Plan. Requests for such adjustments must be initiated by the Department Head.
The County Administrator shall review the adjustment request on the basis of benefit to the County, funds available and the
seriousness of the error or inequity described.

10.56-2 TEMPORARY UPGRADE: When, in the normal course of conducting the County's business, the function of an
office is impaired by an absence of six (6) weeks or more of personnel with duties vital to the County's business, the
employee assuming the responsibility for additional duties of a higher job class, outside of their normal job class, may be
eligible for a temporary pay upgrade for the length of time that the employee performs those extra duties.

A) Procedure for requesting temporary upgrades:

1) Any request for temporarily upgrading an employee must be submitted by the Department Head, or designee, in
writing to the County Administrator's Office.

2) Compensation for an upgraded employee will not be made until the request for the upgrade has been submitted by
the Department Head and approved by the County Administrators Office. Compensation will not be retroactive
for any period of time prior to the beginning of the next pay period following the date the request was received
in the County Administrators Office.

B) Procedure for approval of temporary upgrades:
The County Administrator may approve such an upgrade using the folowing criteria:

1) The position that is temporarily vacated has duties that cannot be left unattended for an extended period of time.

2) The immediate supervisor of the temporarily vacated position, if there is a supervisor, is unable to fulfill those duties.

3} The absence of the employee is unavoidable and the department has no control over the absence.

4) The duties and responsibilities of the temporatily vacated position are such that they cannot be efficiently done
when spread among many employees and can only be efficiently accomplished by upgrading an employee.

5) The employee will be performing duties and responsibilities that would norma]ly be done exclusively by an
employee in. ajob class the equlvalent of at least three pay grades higher, or, in the following circumstances, at least
two pay grades higher:

a) The temporary upgrade involves additional supervisory responsibilities, and/or

b) The temporary upgrade involves financial responsibilities for which the employee is normally not
responsible, and/or

¢) The temporary upgrade involves making policy decisions for which the employee is normally not
responsible.

6) These additional duties will constitute at least 50% of the employee's workday.

C) Appeals
When a request for temporary upgrade is denied by the County Administrator, or designee, the Department Head may
appeal the decision to the oversight coramittee responsible for personnel policies. The Department Head shall
not be permitted to introduce information to the committee that was not made available to the County
Administrator. The decision of this committee shall be final.

D) Compensation
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An employee who receives a temporary upgrade of one pay grade higher than their normal job class shall receive no
additional compensation. An employee who receives a temporary upgrade of two pay grades higher shall receive a 5%
increase to their normal pay. An employee who receives a temporary upgrade of three or more pay grades shall receive a
10%% increase to their normal pay.

10.57 PAYROLL INFORMATION

10.57-1 PAYROLL PERIODS: Pay periods shall be no less than two per month, Paychecks will be issued within seven
calendar days of the close of the reporting period.

10.57-2 VOLUNTARY PAYROLL DEDUCTIONS: Payroll deductions will include the following:
A)  All wages, salary amouats or other compensation paid by McLean County to any of its employees are not subject to
collection under a future wage assignment. Request for such assignment will be denied.

B) Other payroll deductions may be made at the discretion of the employee if there are sufficient numbers of employees
that wish the same type of deduction (i.e. United Way). Such requests shall be reviewed by the County
Administrator and the payroll department and their recommendation presented to the County Board for approval.

10.58 EMPLOYEE INTERNAL TIME CARD

10.58-1 Departmental Use of Internal Time Cards - All County departments shall use internal tie cards providing for
the recording of all categories of time and requiring signature by the employee and the supervisor in a format as determined
by the County Administrator.

10,58-2 Not Required for Departments With Time Clocks - Any department having a time clock and requiring punching
at appropriate times is exchuded from this additional documentation,

10.58-3 Description of Hours- All non-exempt employees shall record a detailed description of hours worked and
verify these hours by signing their respective internal time card. All exempt employees shall file a time report
indicating any leave time claimed and shall verify these hours by signing their time card. Certain County operations
may require employees to record time worked by a particular function or from a particutar fund. In these cases, a
detailed description of hours worked shall also be completed. However, these do not constitute time sheets.

ARTICLE 6
TRANSFERS, PROMOTIONS, DEMOTIONS AND EVALUATIONS

10.60 TRANSFER AND PROMOTIONS: It is the policy of McLean County to transfer and promote from within
the County whenever possible. Employees ate urged to obtain the necessary skills, training, education, professional
registration or licenses necessary in order to be eligible candidates for transfer or promotion.

10.60-1 DEFINITIONS:
A) Promotion is a change of an employee from a position of one grade to a position of a higher grade.

B) Transfer is a change by an employee from one position to another position of the same job class or another job class in
the same salary range, usually involving the performance of similar duties and requiring essentially the same basic
qualifications.

C) Internal listing - all positions will be posted in the County Administrator’s Office and at other bulletin boards
located in County facilities to allow employees the opportunity to apply for the identified jobs. Positions will also
be posted initially on the County Intranet, and then on the World Wide Web for public access.

10.61 TRANSFER AND PROMOTION PROCEDURE

10.61-1 Notification of Vacancy -Upon notification by the Department Head that a vacancy is occurring, the County
Administrator shall complete the internal listing of the position.
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10, 61-2 Criteria for Promotion to be Considered - Employees seeking promotion to an open position must also apply at
the County Administrator’s Office. They may be required to re-submit an application and they will also be interviewed
by the hiring authority. In the selection of an employee to fill a higher job, the following will be considered:

A} Aptitude, skills, ability and past performance, where applicable;

B) Prior or newly acquired credentials which may qualify the employee for consideration in another classification.

Any change to a higher classification is considered a promotien. It should be indicated as a promotion on the Payroll
Change Form,

10.61-3 Evaluation Period - All transferred and promoted employees are required to serve a three-month evaluation
period. All employees will be paid in accordance with the provisions of the Pay Plan, 10.53. All accrued benefit time
continues to be available to the employee.

10.62 PROCEDURE -DEMOTION

10.62-1 Emplovee Request - An employee may request a demotion which means a change by an employee from a position
i one class to a position in another class with less responsible duties and a lower salary range. The same procedures
apply for an employee initiating a demotion as for a request for a transfer or application for promeotion.

10.62-2 Demotion by Department Head - A Department Head may demote an employee for cause (see Article 8) or may
demote in line with reorganization, reduction in force, or other administrative changes ordered by the County Board. Such
employee demotions may be on the basis of work performance or on the basis of seniority depending upon the
recommendation of the County Administrator.

10.63 PERFORMANCE EVALUATIONS

10.63-1 Purpose - A formal performance evaluation system will be approved by the County Board in order to:

A) Maintain or improve each employee's job satisfaction and morale by indicating that their work supervisor is interested in
their job progress and personal development.

B) Serve as a systematic guide for Department Heads in planning each employee's future training.

C) Assure considered assessment of an employee's performance rather than a quick and unreliable judgment.

D) Assist in determining and recording special talents, skills and capabﬂjﬁes that might otherwise not be noticed or
recognized. '

E) Assist in planning personnel moves and placements that will best utilize each employee's capabilities.
F) Provide an opportunity for each employee to discuss job problems and interests with the employee’s work supervisors.

G) Assemble substantiating data for use as a guide for purposes such as salary adjustments, promotions, transfers and
disciplinary actions.

10.63-2 Schedule - Department Heads will prepare a schedule for the conduct of performance evaluations of employees in
their departments. The schedule is for the Department Head's convenience, but employees should be evaluated as
follows: .

A) Employees During an Evaluation Period - at least one (1) week prior to completion of their evaluation period;

B) Full-time and part-time employees - in all salary schedules, at any time deemed appropriate by the Department Head,
but at least once a year and prior to annual salary review. The evaluation becomes part of any salary adjustment
request.
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C) Appointed Department Heads - at least once a year. These evaluations will be performed by the County
Administrator.

10.63-3 Retention of Evaluation in File - A copy of all evaluations accomplished shall be retained within the Department
and kept in the employee's file. The appropriate person fiom the County Administrator's Office shall have access to such
evaluations, with notice, to determine that such records are being maintained. The States Attorney, in the event of litigation
arising from an employment matter, may reqquest specific employee evaluations. The County Board requires the submission
of the Overall Weighted Rating, by employee, to the County Administrator's Office. The emplovees shall receive a
completed copy of their own evaluation.

10.64 PERFORMANCE EVALUATION PROCEDURE

10.64-1 DEFINITIONS:

PERFORMANCE LEVEL DEFINITIONS:

Consistently Exceeds Performance Requireents. .......ccocvivviviniaianiirerininnn 5

Consistently exceeds performance standards; employee’s contribution consistently contributes to the success of the
organization. Documentation is required for this score.

Exceeds Performance REQUITEIIENES. ..vvveverrerrreresnseornsinenrarnasasasnnsansensons 4
Exceeds performance requirements; employee has achieved effective results and has also exceeded some performance
standards for this position.

Meets Performance Requirements. . ........oveevervrnverirnvnnieesn, P 3
Performance is competent and professional; employee is familiar with the duties assigned and achieves the expected
results for this position.

Meets Minimal Performance Standards.............c..ocoiiiii 2
Performance is not quite satisfactory in most respects; the employee has not fully mastered the duties assigned and
occasionally is inconsistent in achieving the expected results for this position.

Fails to Meet Performance Standards. .........ocovveeiiinnniiciinniiiiniceinea 1
Performance is unsatisfactory; employee has not mastered the duties assigned and performs consistently below the
expectations for this position. Documentation is required for this score.

10.64-2 TRAINING: Training in the use of the approved Evaluation Instrument is an Administrative Support Staff
function. A clear Manual of Instructions will be provided and instructional meetings will be scheduled for all Department
Heads and First Line Supervisors, Such training will be repeated from time to time as a need may arise. It is the
responsibility of the Department Heads to assure that, as part of their basic introduction to responsibilities, new and/or
newly promoted supervisors become famdliar with the Manual.

ARTICLE 7
MISCELLANEQUS BENEFITS AND ENTITLEMENT

10.70 INSURANCE

10.70-1 GROUP LIFE INSURANCE: McLean County provides term life insurance protection in the amount of $5,000,
with Accidental Death and Dismemberment provisions in an additional amount of $5,000 to eligible employees and officials.
The County Administrator and the Finance Committee will be responsible for advising the County Board on the program
and necessary in-house administration. The County Administrator will, in addition, promote the program and
provide information to those eligible.

10.70-2 GROUP HEALTH INSURANCE: Mclean County provides health and major medical insurance to eligible
employees and officials. The County Administtator and the Finance Committee will be responsible for advising the County
Board on the program and necessary in-house administration. The County Administrator will, in addition, promote the
benefits and provide information and assistance to those eligible. At time of initial sign-up, the employee may elect to
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purchase health and major medical coverage for spouse and dependents. This payment will be made by payroll deduction.
Enrollment of dependents after the initial sign-up period of thirty days has passed will require proof of insurability.

10.70-3 Eligibility Date - Any eligible employee may enroll on the first (1) day of employment.

10.70-4 Employee Booklet - A booklet describing the coverage of the group insurance program may be obtained from the
County Administrator’s Office.

10,70-5 Waiver - An employee who waives participation at the first (1st} enrollment opportunity and later wishes to
participate shall provide evidence of insurability,

10.71 ILLINOIS MUNICIPAL RETIREMENT FUND: In accordance with Article 7 of the Illinois Pension Code (40
ILCS 5/7-101 et seq.), McLean County is required to provide a pension program, a long and short term disability program, a
death benefit and survivor's pension to eligible employees and officials through the LM.R.F. The Treasurer of McLean
County is the Authorizing Agent for the fund for McLean County employees and officials. All eligible McLean
County employees, with the exception of Elected Officials, are required by law to participate in this program. Eligible
employees are defined as those who work in excess of 1,000 hours annually.

10.72 FEDERAL SOCIAL SECURITY: In addition to the LM.R.F., eligible employees and officials are provided
coverage under the Federal Social Security System. The Treasurers Office, with the County Administrator’s Office,
provides in-house administrative support for the program. The County Administrator will provide assistance and
information to those eligible employees and officials.

10.73 WORKER'S COMPENSATION: In accordance with the Illinois Compiled Statutes, eligible McLean County

employees and officials are provided coverage under the Illinois Worker's Compensation Act. The County

Administrator, acting as safety coordinator, is responsible for advising the County Board on the program and providing in-

house administration of the program. The County Administrator, acting as safety coordinator, and all Department Heads are
responsible for reducing the County's lability under the act.

10.74 UNEMPLOYMENT COMPENSATION; In accordance with 820 ILCS 405/100 et seq., eligible McLean County
employees are provided unemployment insurance coverage under the Illinois Unemployment Insurance Act. The
County Administrator is responsible for advising the County Board on the program and providing in-house administration.
The County Administrator will be responsible for reducing costs under the Act and providing information for those eligible.
employees.

10.75 GLASENER BEACH: The McLean County Department of Parks and Recreation currently provides a “Glasener
Beach Family Fun Pass” to all current and retired McLean County employees. This pass entitles an employee or retiree and
their household members to free admission at COMLARA County Park’s Glasener Beach swimming area, duting operating
hours. The pass shall be presented by the employee, retites or household member at the time at which admission is charged.
The employee or retiree’s name and all household members’ names shall appear on the pass when presented. Accompanying
photo identification is required. Children under 13 years of age must be accompanied by an adult. The Glasener Beach
Family Fun Pass does not entitle non-household members accompanying an employee, retiree ot household members to free
or reduced admission, nor may non-household members be listed on the pass. Passes shall be issued to current employees by
the County Administrator’s Office prior to Memorial Day each year. New hires after Memorial Day and retirees shall be
provided passes upon request.

10.76 CREDIT UNION _AND CHRISTMAS CLUB: McLean County employees may take advantage of both loans
and savings offered by membership in the Bloomington Municipal Employees Credit Union. An annual Christmas
Club is also available. Enrollment procedure is as indicated:

A) Credit Union - Enrollment is provided by the payroll clerk, office of the Treasurer, McLean County.

B) Christmas Club - Enrollment is in the Credit Union Office, City of Bloomington Building, 109 E. Olive Street; or
by phone at (309) 823-4265. There is also an office in the lobby of the McLean County Law and Justice Center.

C) Al ¢redit union payments may be made by payroll deduction,
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10.77 SERVICE RECOGNITION

10.77-1 Full-Time and Part-Time - Full-time and part-time employees are recoguized at the end of each five years of County
service. Recognition is in the form of a service emblem pin.

10.77-2 Maintenance of Records - The County Administrator is responsible for maintaining service records and providing
the Department Head with the service pin for presentation to the employee on the employee’s anniversary.

10.78 CHANGE OF NAME., ADDRESS. MARITAL OR FAMILY STATUS: Employees shall report all changes
in name, address, telephone number and marital or family status to their Department Head and to the County Administrator’s
Office. These changes shall be sent to the payroll clerk.

A) Change of address - Provide on Employee Change of Information Formt.

B) Change of family status - (add or delete dependents) - Federal and Illinois Tax forims, beneficiary changes to
LM.R.F. and group insurance.

C) For any such change, contact your Department Head. Most large departments have the propet forms available;
smaller departments must contact the County Administrator’s Office.

10.79 COUNTY TRAVEL AND BUSINESS EXPENSE REIMBURSEMENT POLICY

—
=g

.79-1
A) Purpose:

1) To provide definitions for reimbursement of legitimate and necessary travel/business expenses in general
conformance with Internal Revenue Service requirements.

2) To provide written guidelines for all County officials and employees who incur, aathorize, and/or approve
travel/business expenses.

3) To provide procedures for the equitable and timely processing of travel/business expense reimbursements.

4) To provide uniform instructions for the reporting and documentation of travel/business expenses.

B) Applicability: The purpose of this policy is to establish a uniform policy regarding the expenditure of public
funds for travel/business expenses of County employees when engaged in County business within or outside
McLean County. These provisions shall be incorporated into the Rules of the McLean County Board. These
provisions are applicable to all County-wide elected officials, County Board members, appointed Department
Heads, and employees of McLean County regardless of source of funds. This Ordinance shall apply to all
County funds. Each elected official and appointed Department Head shall be held responsible for the execution
of this Ordinance.

C) Authority:

1) The McLean County Travel/Business Expense Reimbursement Regulations and McLean County
Travel/Business Expense Reimbursement Schedule are promulgated in accordance with the statutory
authority granted to the McLean County Board.

2) The County Board, through its approval and adoption of the Annual Budget and Appropriation Ordinance, shall
be responsible for maintaining a system for control of travel/business expenses for officials and employees. The
County Travel/Business Reimbursement Policy is issued to provide for the efficient and economical conduct of
the County's business, both within and outside the County.

3) Prior authorization for all travel planned during the budget year shall be obtained as a part of the approved budget
for each department. If appropriations are depleted from all travel line items during the budget year, an
additional appropriate sum may be added by budget amendment or transfer for unanticipated trips, subject to
County Board approval, Transfers within the same appropriation category are allowed.

4} All travel arrangements for County Board members, elected officials, appointed Department Heads and
employees attending national conferences shall be made through the County Administrater’s Office.

5) Al travel shall be approved by either appointed or elected officials, as Department Heads, prior to beginning
travel, Said approval may be oral, but when requested, it can be in writing.
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10.79-2 DEFINITIONS:
A} There are two types of travel and associated expenses:

1) One-Day Business Travel: An applicable individual as defined in 10.79-1 (B) who travels on County
business and DOES NOT have an Overnight Stay. Eligible reimbursement shall include defined expenses
for registration, mileage, tolls and business telephone calls. Meals will be eligible for reimbursement if they
are a part of a formal business meeting registration or conform to regulations under 10.79-5 (B).

2} Overnight Travel: An applicable individual as defined in 10.79-1 (B) who travels on County business and
HAS an Overnight Stay. Eligible reimbursements shall include defined expenses for registration,
transportation, lodging, business telephone calls, and reimbursement for meal expenses in accordance with
the regulations under 10.79-5 (C).

B) Business Travel:

1) Travel to business meetings as a direct assignment or in the direct interest or benefit to McLean County, at
which the attendance of a County representative is considered necessary for the development, execution, or
maintenance of a course of action by the County or a County office/department.

2) Travel for training where such training is required for job performance, e.g. basic police training, property
appraiser/assessment courses, and specialized EDP programming courses.

3) Travel required by County officials and/or employees to appear before the Congress State Legislature, other
governmental bodies, their committees or sub-committees, or any other official body or organization.
Includes attendance at professional conferences and/or conventions where pending or contemplated
legislation will be reviewed or discussed which, if enacted into law, would affect the interest of McLean
County.

4) Travel required for the planning and completion of newly approved or ongoing capital improvement/capital
construction projects, e.g. sn'.e visits.

5) Travel required to maintain or obtain financing for ongoing or newly approved programs, e.g. capital market
financing, federal or state grant funding.

C) Professional/Educational Travel:

1) Travel to a meeting of a professional organization or a major division thereof at which subjects of general
interest to the members of the professional organization or major division thereof are reviewed and
discussed. _

2) Travel to attend an institute, seminar, symposium, or lecture series where a specific course or instruction is
provided, or opinions are gathered on a single subject or group of closely related subjects. Included are those
meetings of user groups for certain systems utilized by the County.

10.79-3 PREPARATION QF A TRAVEL VOUCHER
A) General Policy Guidelines

1) The policy of the County is to reimburse allowable, authorized travel/business expenses incurred in the
performance of County duties, within the budgetary constraints established by the County Beard.

2) The County Board will annually review travel/business reimbursement rates to conform to applicable rules of
the Internal Revenue Service and economic conditions, Specific rates of reimbursement are reflected on the
Meclean County Travel/Business Reimbursement Schedute and in the specific County Board Resolution
setting the mileage reimbursement rate.

3) County officials and employees are expected to exercise good judgment and proper regard for the
expenditure of public funds when incurring travel/business expenses. Personal items and other non-
business/professional related expenses will not be reimbursed by the County.

4) Any deposit, pre-registration fees or any other pre-trip costs that are lost or forfeited due to an alteration in
the official’s or employee’s plans, other than those caused by an emergency of work or family, shall be
reimbursed to the County.

B) Travel and Business Expense Documentation
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1) All claims for the reimbursement of travel/business expenditures shall be submitted on a County Travel
Expense Voucher and shall be itemized in accordance with this Ordinance.

2) For travel to conferences, workshops, and/or seminars, an agenda must accompany all requests for
reimbursement regarding conferences, schooling and meetings.

3) The purpose of the travel shall be indicated on the travel voucher and shall show in the spaces provided the
dates and times of travel, the points of departure and destination, the mode of transportation and the cost of
transportation incurred.

4)  Qriginal receipts for lodging and transportation expenses must be submitted as documentation in order for
travel/business expenses to be reimbursable. In all cases, the original detailed lodging bill and the actual
transportation ticket are required.

5) For Business one-day travel, original itemized receipts are required as documentation for meal expenses.

6) Original charge card receipts are acceptable for taxi and/or limousine expenses,

7) Gratuities, other than tips for meals, are to be identified on the specific reimbursement line on the County
Travel Expense Voucher.

8) Original receipts are required for all other miscellaneous items in excess, individually, per day, of $10.00.

9) Miscellancous items are to be identified on the specific reimbursement line on the County Travel Expense
Voucher,

10) Individuals submitting travel vouchers are personally responsible for accuracy and propriety. Any
misrepresentation shall be grounds for disciplinary action and possible legal action.

C) Approval and Submission of Travel Vouchers

1)} The completed Travel Expense voucher shall be first approved by the elected official/Department Head who
shall review the expenses and attached receipts and approve the Travel Expense voucher by signing the
voucher on the appropriate signature line. The Travel Expense voucher shall then be forwarded to the County
Auditor, with a copy to be maintained by the Department.

2) Travel Expense vouchers that are not prepared in accordance with this Ordinance or not properly supported
by receipts when required shall be returned by the County Auditor to the elected official/Department Head
for correction.

3) Inorder to receive reimbursement for allowable travel/business expenses, for all local, in-State travel, the
completed Travel Expense voucher and the supporting receipt documentation must be submitted to the
County Auditor within 60 days of the initiation of travel.

4) For ail out-of-state travel, the completed Travel Expense voucher must be submitted to the County Auditor
within 60 days of the completion of travel.

5) Reimbursable business travel expenses that have been incurred after November 1st must be submitted for
reimbursement to the County Auditor prior to January 15th of the following fiscal year.

6) Failure to comply with timely submission of the Travel Expense voucher to the County Auditor may result in
a disallowance of reimbursement,

10.79-4 ALLOWABLE TRANSPORTATION EXPENSES

A) General Provisions- All travel shall be by the most direct route and by the most economical mode of transportation
available, considering travel time, costs, and work requirements. In the event an individual, for one’s own
convenience, travels by an indirect route the additional {ravel expense shall be botne by such individual.

B} Use of Personal Vehicle for Out- of- State Travel

1) ‘When the use of a privately owned vehicle is necessary or desirable, it may be used at the reimbursement rate
approved by the County Board for determination of mileage for business expenses,

2) When transportation by privately owned automobile is authorized or approved by the elected official/Department
Head, distances between points traveled shall be recorded on the travel voucher.

3) 'When the use of commercial carrier for out-of-state travel is an economical, feasible and practical alternative to
the use of a personal vehicle, the total mileage reimbursement for use of a personal vehicle shall not exceed the
cost of travel by commercial carrier, including the costs of taxi or limousine transportation, inclusive of local
taxes and surcharges, to/from the terminal.
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C)

D)

4

5)

6)

7

For reasons of expediency or choice, individuals may desire to use their personal car, Other situations may
involve a combination business and pleasure trip. While such use generally should be discouraged, it is
recognized there may be situations where such use is warranted. Only those expenses that are related to County
business will be reimbursed. The emplovee will be responsible for all other expenses incurred.

The use of a privately owned automobile is permitted when such use is necessary or desirable due to a lack of
other convenient means of transportation or is otherwise advantageous to the County.

When two or more County employees travel in one privately owned vehicle, mileage reimbursement will be
made to the employee who owns the vehicle. The names of all County employees who traveled in one privately
owned vehicle should be listed on the Travel Expense voucher,

Certain incidental expenses associated with the use of vehicles shall be reimbursed as follows:

a) When driving a County owned vehicle, the purchase of gasoline shall be reimbursed when the employee is
unable to use the County’s gasoline service pumps. An original receipt will be required.

b) The cost of automobile parking fees, bridge, road and tunnel iolls shall be reimbursed. The fee for parking a
vehicle at a common carrier terminal, or other parking area, while the traveler is away shall be allowed only
if' the total parking fees plus the allowable mileage reimbursement to and from the terminal area does not
exceed the cost for use of a taxicab or limousine service to and from the terminal.

Use Of Rental Automebiles

1)

2)

The use of rented automobiles shall be kept to a minimum. Every effort shall be made to obtain other
suitable transportation, Where circumstances require the use of a rental automobile, the most economical
vehicle available that is suitable for the conduct of the County's business, shall be obtained. In such instances,
the actual cost may be charged and a full explanation for the use of the rental vehicle shall accompany the
travel voucher. No reimbursement will be made for rental on days when County business is not transacted.
Rental vehicle reimbursement is limited to the following circumstances:

a) When the employes’s final travel/business destination is remote to the transportation terminal and there is no
other cost-effective conveyance from the common carrier terminal,

b) When timely flight connections can only be made for the County employee by utilizing a short term rental
car.

Commercial Carrier Travel

1)

2)

3

In those instances where travel will be best served by using commercial carriers such as airlines, railroads, bus
lines, such use should be given consideration and encouraged. Expense reimbursement will consist of actual
expenses paid to the respective carrier. Travel on airlines shall ordinarily be by coach class. Every attempt will
be made to bock airplane accommodations as far in advance of travel as is possible in order to take advantage of
any discount fares.

Taxicab fares are reimbursable. Receipts for fares are required if over $10.00. If free van, bus, or shuttle service
is available and convenient, employees are encouraged to use this service in liey of taxicabs or limousines.
Taxicab fares must be substantiated as to business purpose.

Use of airport limousine service is reimbursable when there is an economic cost benefit compared to the use of
alternative transportation,

10.79-5 ALLOWABLE LIVING EXPENSES
A) Reimbursement for Meal Expenses :

1)

2)

Within McLean County, meals including tips may be reimbursed for officials and employees attending
conferences and seminars if the attendance at the conference or seminar is required by the Department Head and
if the conference or seminar requires the official or employee to be away from their workplace or home during a
meal. The same limits apply as noted in. 10.79-5 (B} (1) (a).

Alecholic beverages are excluded from reimbursement,
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3) Meal tips shall be limited to 20% of the allowable meal expense.
B) Reimbursement for Meal Expenses - One Day Business Travel:

1) When traveling outside McLean County, the allowable reimbursement for meals including tips for one-day
business travel shall hereby be established as follows: '

a) For travel in Illinois, except for the following counties - Cook, Lake, McHenry, Kane, DuPage, Will:

Breakfast: $ 8.00
Lunch: $10.00
Dinner: $16.00

b) For travel in the following counties in Illinois: Cook, Lake, McHenry, Kane, DuPage, Will and Out-of-
State Travel:

Breakfast: $10.00
Lunch: $12.00
Dinner: $20.00

2) TFor one-day business travel, employees shall be required to submit original, itemized receipts for meal
expenses incurred. Charge card receipts with totals only are not acceptable. Failure to do so will result in
denial of reimbursement. The total allowable meal expense reimbursement shall not exceed the allowance
specified in 10.79-3 (B} (1). '

3) Partial Day Reimbursement: Partial day reimbursement for meal expense shall be limited to those meal(s) that an
employes could not reasonably consume at home due to the time required to travel.

4) Meals including tips will not be reimbursed if the cost of meals for seminars or official meetings is included in
the registration fee. A copy of the agenda/meeting brochure shall be submitted with the travel voucher at the
time of request for reimbursement.

5} During a seminar or conference, if an individual cannot attend the included meal because of a conflicting related
meeting, reimbursement shalt not exceed the stated allowance for the meal. An explanation of the conflict must
be attached to the travel voucher and is subject to the approval of the Department Head or elected official.

C) Per Diem Reimbursement for Meal Expenses: Overnight Travel:

1) Per Diem reimbursement will be paid for meal expense when travel includes an overnight siay or is 18 or
more continuous hours.
2} Per Diem reimbursement will be paid for meat expense at the following rate:

a) For overnight travel in Illinois except for the following counties - Cook, Lake, McHenry, Kane, DuPage,
Wwill: $34.00,

b) For overnight travel Out-of-State and in the following counties in Illinois: Cook, Lake, Mchnry Kane,
DuPage, Will: $42.00,

¢) Per Diem reimbursement for meal expense will be paid without submitting itemized receipts.

3) Meals including tips will not be reimbursed if the cost of meals for seminars or official meetings is included
in the registration fee. A copy of the agenda/meeting brochure shall be submitted with the travel voucher at
the time of request for reimbursement.

4) During a seminar or conference, if an individual cannot attend the included meal because of a conflicting related
meeting, reimbursement shall not exceed the stated allowance for the meal. An explanation of the conflict must
be attached to the travel voucher and is subject to the approval of the Department Head or elected official,

D} Owvernight Travel: Reimbursement for Lodging Expenses:
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1} Actual lodging expense shall be, when available, the "government economy" room rate offered by a hotel.
When a conference/convention is the reason for the trip, the person shall be reimbursed at the available
convention lodging rates, unless such accommodations are not available to the person making the trip.

2) Itemized receipts are required to be submitted with travel vouchers to support all lodging expenses claimed.

3) Lodging provided by a friend, relative or non-inveicing lodging organization is not reimbursable.

4) For travel more than 75 miles, the number of nights for which an employee may obtain reimbursement shall
be limited to the number of nights necessary to conduct County business. For those conferences or meetings
that begin in the morning, arrival the night before the conference is reimbursable. For conferences which
end after 6:00 p.m., lodging expense for that night will also be reimbursed. Employees are encouraged to
return on the final day of the conference whenever possible.

3) Itis not considered prudent to use public funds for overnight lodging for a ene-day
meeting/seminar/workshop within a 75-mile radius of the County complex, therefore it is not normally
reimbursed. Exceptions to this policy would be:

a) When documented business meetings extend beyond 8:00 p.m. Business meetings, in this instance
include dinners, receptions or social functions sponsored for attendees during the evening hours which
are a scheduled event and part of the agenda for the meeting/seminar/workshop.

b) If weather conditions make a return trip unsafe, then an overnight stay may be reimbursable.

6) Longer stays where lodging is reimbursable are permitted if the additional stay results in significant savings
in round-trip transportation costs, The emplovee requesting the reimbursement for the longer stay must
document the net savings, including the lodging expense and meal reimbursement. Lost work time shonid
also be taken into account when caleulating the cost savings.

7) One personal telephone call per each day of an overnight stay will be reimbursed on a lodging bill, telephone
credit card, or pre-paid telephone calling card at a maximum reimbursement rate of $10.00. Necessary
business related telephone cails will be reimbursed on a lodging bill, telephone credit card, or pre-paid
telephone calling card.

8) Personal items such as movie or game rentals shall not be reimbursable. In the event of an emergency, clothes
cleaning and/or dry cleaning may be eligible for reimbursement. Written justification explaining the nature of
the emergency must accompany any request for reimbursement of this expense.

E) Travel Advance

1) Employees whose travel will take them out of the County for more than twenty-four (24) hours may apply
for an advance to cover the allowance for meals and any other reasonable travel expenses, if the expenses are
expected to exceed $50.00. Travel advances shall not be paid out of petty cash.

2) Application for a Travel Advance shall be submitted in writing to the County Auditor at least five (5)
working days prior to the departure date. Applications for a Travel Advance shall be accompanied by an
Agenda, when applicable.

3) Inorder to avoid unnecessary paperwork, travel advances shall be issued for travel when the trip is outside
MecLean County and involves an overnight stay.

4) Iftravel expense reimbursement vouchers are not received within 60 days of initiation of travel for local or
in-state travel or 60 days after completion of travel for out-of-state travel, then the filll amount of the travel
advance must be paid back to the County. If not reimbursed by the employee within 60 days, future
advances will be disallowed.

10.79-6 LOCAL BUSINESS EXPENSE REIMBURSEMENT
A) The cost of hosting a meeting related to County business shall be reimbursable provided such expenses are
reasonable, documented, and within the budgeted appropriation,

B) All local business expenses shall be itemized and fully documented to include the actual County business transacted,
the individuals in attendance and their respective business affiliations.

C) The actual cost of meals for County employees and other persons in attendance shall be reimbursed in accordance
with the Meal Reimbursement schedule in 10.79-5 (A).
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1) To be eligible for reimbursement of a meal with a business representative, County business must have been
discussed during the meal.

2} Actual original receipts must be submitted in order to receive reimbursement.

3} Inall cases, reimbursement for alcoholic beverages is not allowed.

D) Two or more County employees dining together and discussing County business will not constitute a reimbursable
business meal expense,

10.79-7 REIMBURSEMENT OF MISCELLANEQUS EXPENSES: Under Miscellaneous Expenses, the County may
reimburse the following items:

A) Business telephone calls.

B) Public Transit (if used instead of taxicab or hotel transportation).

C) Parking fees.

D) Storage of baggage.

E) Rental of meeting room or dining room for official business of McLean County {only when appropriate).

F) Tips for parking attendants and baggage handling.

G) One personal call per overnight stay, with a maximum reimbursement of $10.00 will be allowed.

A receipt shall accompany any individual, miscellaneous expense OVER $10.00.
Housekeeping tips are NOT an allowable expense.

10.79-8 CREDIT CARDS

A) A County department may obtain a credit card only if it is necessary for the efficient operation of the department in
regard to charging and payment of departmental travel expenses. Generally, a credit card will only be issued to a
County department that is required on a routine and/or an immediate basis to make travel arrangements to carry out
the department’s statutory responsibility.

B) All requests for authority to obtain a credit card must be made to the appropriate County Board oversight committee.
Approval is required prior to application for a departmental credit card.

C) Credit cards must be issued in the name of the department with the Department Head as the responsible party for
billing purposes.

D) Charges shall not be made to a department credit card, which are not covered by sufficient appropriation in the
appropriate County budget.

10.79-9 APPROPRIATE BUDGET LINE ITEMS FOR TRAVEL EXPENSES: The following line items are to be

used for the charging of travel expenses. The proper account shatl be used for travel related expenses, based on the

descriptions below:

A) 7180001 Schogling and Conference: The line-item appropriation for lodging expense, travel expense, meal
reimbursement expense incurred in attending schooling and conferences. Reimbursement shall not exceed the
amounts and rates set forth in the applicable policies of the County Board.

B) 760.0002 Non-Travel Business Meal Expense: Business meal expense incurred within McLean County not involving
business travel.

C) 793.0001 Travel Expense: The amount appropriated to each respective department for use in defraying the
expense of travel, including mileage reimbursement, incurred on official cotnty business only. This is exclusive
of schooling and conference. Reimbursement shall not exceed the amounts and rates set forth in the applicable
policies of the County Board.

10.79-10 STATE, FEDERAL LAWS AND REGULATIONS
A) Provisions of this policy shall not apply when in contradiction with State or Federal Law and Regulations.
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B) Consistent with the Internal Revenue Service regulations, travel expense reimbursements or advances shall be included
as "wages, tips or other compensation” on all W -2's for the year unless an "adequate accounting" is made to the
County.

C) Itis in the interest of the County and its employees/officers to have a Business Travel Expense policy requiring adequate
accounting within Internal Revenue Service guidelines.

10.79-11 MISUSE OF McLean COUNTY TRAVEL POLICY: Any misrepresentation. or misuse of this policy shall be
grounds for disciplinary action and/or criminal or civil liability.

ARTICLE §
ON-THE-JOB EMPLOYEE BEHAVIOR

10.80 GENERAL RULES OF CONDUCT: It is the purpose of this policy to attempt to provide a framework for the
proper conduct of County employees while on the job. It is further intended that discipline, where justified, be meted out in
an equitable manner. Finally, it is intended that within very broad and general guidelines, Department Heads and
authorized supervisors are responsible for the implementation of this policy within their specific jurisdictional work
areas.

A) Work supervisors or Department Heads should be certain that new employees are aware of existing work rules.
This should be done during the employee's initial orientation and should be repeated at the end of the evaluation period.

B) Employees will be provided with an "Employee Handbook" which will discuss examples of inappropriate working
behavior. In addition, Department Heads or supervisors will discuss departmental rules with new employees and
periodically with all employees as the need arises.

C) Employees are expected to follow the regulations set forth in the personnel rules and directions of their supervisor.
When an employee fails to follow these rules or disobeys the supervisot, that employee becomes subject to disciplinary
action. Causes for reprimand, written or vetbal, demotion, suspension, or dismissal include, but are not limited to the
following reasons:

D) Unacceptable Behavior - Any action that reflects discredit upon the County or is a direct hindrance to the effective
performance of the departmental function shall be considered good cause for disciplinary action, Common sense is the
underlying basis of this work principle. Examples of unacceptable behavior include:

Repeated tardiness;

Leaving duty prior to the end of the assigned shift;

Failure to complete duties as assigned;

Failure to request leave in the anthorized manner;

Abuse of leave;

Discourtesy or disrespect to a member of the public, a coworker or a County official;
Any safety violation;

Intoxication while on duty from alcohol or other substances;

Carrying a firearm other than by authorized personnel;

Failure to follow a specific order by a supervisor;

Willful damage to or destruction of County property and/or public records;

Theft of County property and/or public records;

Acts, threats, or perceptions of violence toward any persons while on duty;

Amny form of unlawful harassment, particularly sexual harassment;

Willful misrepresentation or concealment of any fact requested during hiring process;
Gross misconduct other than items listed above;

Upon conviction of a felony involving moral turpifede;

Violation of the County Smoking Policy; :

Violation of the County Drug And Alcohol Free Workplace Policy;

Violation of County E-Mail or Internet Policy.




F) While this listing is not comprehensive, it is sufficient to demonstrate the types of behavior that may indicate an
improper attitude toward the job. Depending on level of contact with the public and job functions, each department
may see it necessary to develop and enforce its own dress code and appearance policies, within reason.

10.80-1 SMOKING AT THE EAW AND JUSTICE CENTER: An authorized smoking area for employees and
members of the public for each County building will be designated by the Facilities Manager with approvat by the
County Board.

10.80-2 DRUG AND ALCOHOL FREE WORKPLACE: I accordance with the Federal Drug Free Workplace Act of
1988 (P.L. 100-690) and the Tlinois Drug Free Workplace Act (P.A. 86-1459), the following policy regarding the illegal use
of drugs or alcohol by McLean County employees shall be distributed to all County employees and included in any crientation
of new employees.

A) PURPOSE - The purpose of this policy is to assure, to the extent possible, that McLean County remains drug and
alcobol free as a place of employment, not only because the use of such drugs is a violation of law but also because we
wish to assure that McLean County remains a wholesome place to work. The use of such drugs has serious
consequences upon users, their families and friends, including social, economic and personal tragedies.

B) PROHIBITED ACTIVITY - McLean County has a "zero tolerance" policy toward the consumption of alcohol
or drugs by employees on duty or while on County property. The consumption of any amount of alcohol or illegal
narcotics while an employee is on duty or on a periodic rest break or lunch break is prohibited. The unlawful
manufacture, distribution, dispensation, possession or use of a controlled substance or atcohol by any County employee
is prohibited in the County workplace, including any and all instances while the employee is performing work for or
on behalf of the County. In addition, this prohibition also applies to alt County employees who ate on County
property but not actively at work at the time.

C) ACTIONS TO BE TAKEN -

1) [Ifthere is a reasonable suspicion that a McLean County employee is involved in the unlawful manufacture,
distribution, dispensation, possession, or use of drugs or alcohol, the situation will be immediately investigated by
the Department Head, their designee, or immediate supervisor. In the case of employee usage, the employee
will be subject to immediate drug testing.

2) If the investigator of the situation finds a McLean County employee to be unlawfully manufacturing,
distributing, dispensing, possessing or using drugs or alcohol at the workplace, while performing work for the
County, or on County property, the actions against the employee shall be in accordance with Article § of the
McLean County Personnel Policies and Procedures Ordinances. The severity of the situation and appropriate
corrective discipline shall be determined by the Department Head, their designee, or immediate supervisor in
accordance with subsection 10.81-1 "Progressive Discipline" of Article 8 of the McLean County Personnel Policies
and Procedures Ordinance, In addition, any such situation that could involve a criminal offense shall be
immediately reported to the State's Attorney for possible prosecution, independently of any action taken due to the
individual's status as a County employee.

3) If appropriate, McLean County will also require the employee to satisfactorily participate in a drug abuse assistance
or rehabilitation program approved for such purposes by a federal, state, or local health, law enforcement, or other
appropriate agency, The County will assist the employes in the selection of a drug counseling, treatment, or
rebabilitation program. Any employee who requires assistance to control their use of drugs and alcohol may
confidentially call the County's Employment Assistance Program at 1-800-433-7196 to make an appointment.

D) CONDITIONS OF EMPLOYMENT-
1} Asacondition of employment, a McLean County employee will:
a) Abide by the terms stated in this Drug And Alcohol Free Workplace Policy,

b) Notify the employer of any criminal drug statute conviction no later than five days after the conviction.
¢) Participate in the McLean County Drug Free Awareness Program,
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2) IfMclean County receives notice from an employee of a conviction of a violation of a criminal drug statute,
McLean County will:

3} Take appropriate action against such employee up to and including termination of employment; and/or
b) Provide employee assistance as stated in subsection (C) (3) above.

10.80-3 WORKPLACE VIOLENCE POLICY: The County of McLean values its employees and citizens and the County Board
affitms its commitment to providing workplaces and facilities that minimize the potential for violence. It is the intent of this
policy to ensure that everyone associated with McLean County, including employees and the public, never feels threatened by
any forms of violence. McLean County has a zero tolerance policy for violence, whether by or toward emplovees,
“Violence™” shall include physically harming another, shoving, pushing, harassing, intimidating, coercing, brandishing
weapons, and threatening or talking of engaging in those activities. It shall also include acts, threats, intentions of
harm, destruction, towards self, others or property, and may be psychological as well as physical, and the perception
thereof.

A) DISCIPLINARY ACTION- If it has been determined that an emplovee is engaging in any form of violence in the
workplace or threatening violence in the workplace, the employee shall be terminated immediately. No talk of or
joking about violence will be tolerated. In cases of acts or threats of violence by employees, the County endorses
immediate and definitive use of the disciplinary process outlined in this document, resulting in termination of
said employees. Criminal prosecution will be pursued as appropriate, as well. The county also advocates a
preventive approach whereby merit system rules and regulations are fairly and consistently administered, and
where troubled employees receive guidance and, if necessary, professional help.

B) RESPONSIBILITY-

1} The County Administrator’s Office has overall responsibility for maintaining this policy, administering
workplace violence prevention measures, and coordinating post-incident activities. The County
Administrator’s Office will also identify resources that departments may use in developing their training
plans and workplace viclence measures.

2) If elected Department Heads, or departments operated under the authority of separate governing
boards, choose to adopt a different policy, they are expected to provide a copy of it to the County
Administrator’s Office.

3} Managers and supervisors shall make safety one of their highest concerns. When made aware of a real or
perceived threat of violence, management shall conduct a thorough investigation, provide support for
emplovees, and take specific actions to help prevent all acts of viclence. Management is also responsible for
documenting and reporting such incidences io the respective Department Heads,

4) Employees shall report all acts and/or threats of vielence to their supervisors or Department Heads.
Employees should learn to recognize and respond to behaviors by potential perpetrators that may indicate a
risk of violence.

C) CONTINUAL REVIEW- The County Administrator’s Office shall develop a method for receiving and reviewing
reports of violence and threats of violence. Information and data from such reports shall be utilized to establish a
continual improvement process for reducing the potential for adverse outcomes associated with acts or threats of
workplace violence.

10.80-4 VESSA (VICTIM’S ECONOMIC SECURITY AND SAFETY ACT. P.A. 93-0391): In order to ensure the
economic security and safety of McLean County employees, an eligible employee will be granted unpaid leave for
situations when the employee has been subjected to domestic or sexual violence, or in order to help a family or
household member who is a victim of domestic or sexual violence. In addition, victims of domestic or sexual
violence will be eligibie for unemployment insurance and protection from employment and insurance discrimination.
Fligibility for such protections is dependent upon the employee’s ability to perform the essential functions of their
position but for being a victim of domestic or sexual violence, and any requested accommodation must not pose an
undue hardship on the County’s operations. Eligible employees will be granted job-protected unpaid leave to conduct
the following activities during work hours:

A) To seek medical attention for, or recovering from, physical or psychological injuries caused by domestic or
sexual violence;
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B) To obtain services from a victim services organization;
C) To obtain psychological or other counseling;

D) To participate in safety planning, to temporarily or permanently relocate, or to take other actions to increase the
safety of the employee from future domestic or sexual violence or to ensure economic security,

E) To seck legal assistance or remedies to ensure the health and safety of the employee, including preparing for or
participating in any civil or criminal legal proceeding related to or derived from domestic or sexual violence.

Employees are entitled to 12 workweeks of such leave during any 12-month period and are entitied to take leave upon
at least 48 hours notice (where practicable). This allowance does not grant leave beyond the twelve weeks of FMLA
leave provided. Sick, vacation, personal or FMLA leave may be substituted for the unpaid leave provided under this
Act.

The Department Head shall require certification from the employee that such leave is for a qualifying reason.
Certification consists of:
A) A sworn statement of the employee, and
B) Oune of the following
1) Documentation from an employee, agent or volunteer of a victim services organization, an attorney, a
member of the clergy, or other professional form whom the employee or the employee’s family or household
member has sought assistance in addressing domestic or sexual violence and the effects of violence;
2) A police or court record; or
3) Other corroborating evidence. The Department Head shall keep such documentation in the strictest of
confidence.

An employee who takes such leave is entitled to be restored to the same or an equivalent position with equivalent
benefits, pay and other terms and conditions of employment. The employee shall retain all benefits accrued prior to
the date leave commences (including life and health insurance, sick and vacation leave, educational benefits and
pensions) but the employee is not entitled to accrue seniority or additional employment benefits during the leave. The
employee is also entitled to continued health insurance during any period of leave on the same terms and conditions as
if the employee remained continuously employed. If an employee fails to return from leave, the County can recover
the premium the employer paid for health insurance, provided the reasons the employee has not returned do not
include the continuation, recurrence, or onset of domestic or sexual violence or other circumstances beyond the
employee’s control. The County may also require certification of such reasons.

According to VESSA, it is unlawful to interfere with an employee’s exercise of rights under the Act or to discriminate

in employment against an individual because:
A) The individual

1) Is, oris perceived to be, a victim of domestic or sexual violence;

2) Has attended, participated in, prepared for, or requested leave to attend, participated in, or prepare for a
criminal or civil court proceeding relating to an incident of domestic or sexual violence of which the
individual or a family or household member was a victim; or '

3) Requested an adjustment to a job, structure, workplace facility, or work requirement, including a transfer,
reassignment, or modified schedule, leave, a changed telephone number or seating assignment, installation of
a lock, or implementation of a safety procedure in response to actual or threatened domestic or sexual
violence; or

B) The workplace is disrupted or threatened by the action of a person whom the individual states has committed or
threatened to commit domestic or sexual violence against the individual or the individual’s family or household
member.

' 10.80-5 ILLEGAL HARASSMENT: It is the policy of McLean County Government to provide to all officials and
| employees a work environment free of harassment based upon gender, ethnicity, race, religious affiliation, age, physical
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and mental disability, and matital status, as well as sexual harassment. Ht is the right of all employees fo work in an
environment free from harassment and the responsibility of all employees to refrain from harassment. McLean County
prohibits sexual harassment and harassment based upon gender, ethnicity, race, religious affiliation, age, and physical and
mental disability of and by its employees, Harassment is inappropriate, offensive, and, in specific cases, may be llegal and
will not be tolerated by McLean County.

Harassment refers to physical or verbat actions that have the purpose or effect of substantially or unreasonably interfering
with a person's work performance; and which create a hostile, intimidating, or offensive environment. Such actions,
intentional or not, can annoy or disturb members of one sex, ethnicity, race, religion, age, marital status and disability.
Examples include but are not limited to:

A) Unwelcome sexual advances, requests for sexual favors, or physical conduct of a sexual nature.

B) Any sexual, ethnic, racial, gender or religious-related jokes, comments, insults, cartoons, innuendoes, or personal
conduct or mannerisms that could be construed as offensive, intimidating, or hostile as measured from the point of
view of a reasonable person of the same protected group.

C) Demeaning comments or ridicule of an employee based on the employee’s status as a member of a protected group.

D) Repeated unwanted, unwarranted, or unsolicited off-duty telephone calls, contact, or conduct that violates this
policy.

E) Submission to or rejection of such conduct is used as the basis for employment decisions.

F) Displaying or pexmitting the display of pictures, drawings, or graffiti that could be considered a violation of this
policy.

McLean County directs alt employees and supervisory personnel within McLean County to ensure that their
workplaces are free of harassment, Department Heads and supervisory personnel shall be responsible for supporting
training on sexual, ethnic, racial, religious, age, and disability-related harassment prevention and this harassment policy.
Department Heads and supervisory personnel shall post and distribute this policy, encourage employees to report harassment
incidents, and assure employees they do not have to endure a hostile or negative work environment.

10.80-6 COMPLAINT PROCEDURE:

Employees who wish to register a complaint of sexual harassment (or any form of harassment based on their race,
national origin, gender, age, marital status, religion or disability) may do so through the County Administrator’s
Office or their supervisor or any appropriate member of management.

All allegations of harassment will be investigated thoroughly. The facts will determine the response of the County to each
allegation. Substantiated acts of harassment will be met with appropriate disciplinary action by the County up to and
including termination. All information regarding any specific incident will be kept confidential within the necessary
boundaries of the fact-finding process. No reprisal or retaliation against the employee reporting the allegation of
harassment will be tolerated.

10.81 DISCIPLINE PROCEDURE: McLean County endeavors to follow a progressive discipline policy. The
supervisor and/or the Department Head has the discretion to select the appropriate correction of unacceptable employee
behavior. Progressive discipline may inchude counseling (talking to the employee), and seeking outside assistance. In
instances where verbal discipline is not effective or appropriate, an employee may receive written notification of reprimand,
suspension, demotion, and/or ultimately dismissal. Additionally, if a Department Head has evidence ot credible reason to
believe that an employee has engaged in some form of serious misconduct, the Department Head may immediately place
the employee on Administrative Leave with pay, pending the outcome of an investigation into the suspected violation.

10.81-1 Propressive Discipline - should follow a consistent pattern and shall apply in both single and habitual cases of
violation. Steps in Progressive Discipline may include one or more of the following:
A) One-on-one counseling
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B) Oral reprimand or warning

C) Written reprimand or warning

D) Disciplinary suspension

E) Final Actign- Demotion or discharge is the final action.

10.81-2 Right To Grieve Adverse Action - Employees who wish to challenge any disciplinary action may appeal through
the Grievance Policy (see Article 10).

10.81-3 2-Year Retention Limit- On Disciplinary Files - All written reprimands on file will be removed if, for the two (2)
year period following the written statement, the employee remains in continuous active service, does not commit any otber
acts of misconduct and receives performance appraisals of satisfactory or better.

10.81-4 Responsibility For Documentation — Documentation concerning disciplinary actions shall be placed in the
department’s personnel files. Employees shall also be required to acknowledge receipt of any reprimand or warnings by
signing the Disciplinary Action Form. It is not, however, consideted an acceptance of or agreement to the action taken.

10.82 OUTSIDE EMPLOYMENT: No permanent full-time or part-time employee shall engage in outside employment
which is not compatible with the full and proper discharge of duties and responsibilities of one’s position or which tends to
impair the capacity to perform one’s duties and responsibilities in an acceptable manner. The County must assure that
no conflict or appearance thereof occurs, and that no unauthorized use of position or County facilities or property takes
place.

10.82-1 Procedure - A full-time or part-time employee wishing to engage in outside employment shall notify the Department
Head of outside employment. The Department Head shall evaluate the outside employment and determine its compatibility
with the employee's obligation for full discharge of duties and responsibilities.

10.82-2 Internal Regulations — To ensure compliance with the Fair Labor Standards Act, part-time employment within
the full-time employee's own department, or within another unit of County government is prohibited, except when all three
of the following conditions apply:

A) Performance of the extra duties are completely voluntary;

B) Performance of the extra duties are occasional and sporadic, and on a part-time basis; and

C) Performance of the extra dutics are in a different capacity from any capacity in which the employee is regularly
employed.

Any activities or duties that meet the aforementioned criteria are not subject to overtime.

10.83 RESTRICTION OF POLITICAL ACTIVITIES: No County employee shall engage in political activities duting |
working hours. No County employee shall use their position or the authority of their office to solicit contributions or |
any other support of partisan political activities. No County employee will be intimidated inte supporting or contributing to

partisan political activities. Any violation of this rule is cause for suspension or dismissal, Outside of working hours, there

shall be no restriction on political activities, except employees under Federal grants covered by the Hatch Act.

10.84 USE OF COUNTY PROPERTY AND FACITITIES:

. 10.84-1 Use Of County Equipment, Supplies Or Tools:
A) Equipment, supplies or tools shall not be used for private or unauthorized purposes.

B) Employees shall be responsible for the care and consetvation of County equipment, supplies or tools and shall promptly
report accidents, breakdowns or malfunctions of any unit in order that necessary repairs may be made.

C) Pursuant to the City of Bloomington Fire Code, the Town of Normal Fire Code and the NAFPA Code and
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because of the fire hazard to the public, employees, and County property, employees are prohibited from
burning any open flame including candles in any County building or facility.

10.84-2 Other Property - Employees are required to return all County property or equipment in their possession upon
separation from employment, promotion and/or transfer to another department, leave of absence or suspension.

10.84-3 Use Of County Telephone: Employees shall limit the use of all personal calls during work that interfere
with their job or create a safety issue. In addition, payment for any charges accrued to the County telephones will
be the employee’s responsibility. Further information is available on this policy in the County Auditor’s Office.

10.84-4 Acceptable Use Policy for Electronic Mail and Global Communications Facilities:

A) PURPOSE: The purpose of this policy shall be to set forth and encourage the proper use of the electronic
communications facilities provided to the employees of McLean County. This policy shall also apply to any
other organization(s) or individual(s) that is granted use the facilities as the result of a written or oral
inter-governmental or contractual agreement.

B) DEFINITIONS:

1) County Information Network -- The network of computers and other electronic devices provided for the
electronic transaction of County business.

2) Electronic Mail - A facility for the transmission of messages within or outside the County organization that
relies on the electronic transmission or receipt of digital information,

3) Encryption Software -- Proprietary Software that changes information from its native state to an
unrecognizable coded state which can only be returned to its native state with special software.

4) Global Communications Facility -- Any facility that allows the interactive transmission of data to or from
locations outside the County organization. This definition includes the INTERNET and other facilities
accessed by modems attached to the County Information Network.

5) Information Services -- The Information Services Department.

C) USE:

1) The County Board desires that use of these facilities shall be primarily for the transaction of County
business. Use of these facilities for personal purposes, unless specifically authorized by the County
Administrator for training purposes, shall be prohibited.

2) Use of these facilities for purposes that are illegal under existing Federal or State law, shall be expressly
prohibited. :

3) The County Administrator, may, from time to time, establish guidelines, consistent with this policy, to
ensure the effective and efficient use of these facilities. These guidelines may include, but are not limited to,
limitations on time available and the global facilities that can be accessed.

4) County employees who now have access to these facilities shall indicate their acceptance and agreement to
comply with this policy in writing or their access may be terminated or suspended. Employees wishing to
have access shall be required to indicate their agreement prior to being given access.

5) Use of encryption software must be specifically approved by the County Administrator prior to using such
software for the storage, receipt or transmission of data.

; 6) The employee may encounter material that is offensive to them during the use of global communications
| facilities. The County assumes no liability or responsibility for such material since the County has no
| control over the materials placed on the global network.

D) MONITORING:

1) The County Administrator shall direct Information Services to monitor the use of the facilities and report the
amount of time utilized to the County Administrator and/or the Elected official or Appointed Department
Head on a monthly basis,

2) At the direction of the County Administrator, Information Services may electronically monitor use of these
facilities by viewing material stored on the County Information Network or any computer in use in County
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facilities; or by directly viewing activity on the screen as it occurs. Employees shall have no expectation of
privacy in information stored in County computers.

E) ENFORCEMENT:

1) The County Administrator shall report actual and/or suspected violations to the Elected official or Appointed
Department Head responsible for the employee.

2) If an employee violates the policy, the County Administrator may suspend and/or terminate the employee's
access to the electronic mail and global communications facility available on the County Information
Network.

3} Violation of this policy may result in disciplinary action pursuant to the adopted Personnel Policy Ordinance.

10.84-5 Use of County-Qwned Vehicles: Employees allowed use of County-owned vehicles are to do so for County
business only. Any employees who are assigned County vehicles for long-term/take-home use must report all
mileage accrued on the vehicle for personal use. Further, detailed information and requirements regarding County
vehicle usage is outlined in the “County Owned/Leased Vehicle and Equipment Policy.”

10.85 CONFLICT OF INTEREST: Except as otherwise authorized or provided by the Illinois Compiled Statutes, a
McLean County Resolution or action of the McLean County Board, no employee of the County shall have any substantial
interest, direct or indirect, or engage in any business transaction ot professional activity or incur any obligation of any
nature which is in conflict with the proper discharge of their duties in the public interest.

No employee of the County shall use their position to secure special privileges or exemptions, personally or for others.
No etmployee of the County shall directly or indirectly receive or agree to receive any compensation, gift, reward or gratuity
from any source except McLean County, for any matter or proceeding connected with or related to the duties of such
employse. However, honoraria or expenses paid for papers, talks, demonstrations or appearances made by employees on
their own time shall not be deemed as a violation of this section provided such activity is approved by the Department Head.

Department Heads must receive prior approval of the County Ethics Officer to receive honoraria or expenses paid for
papers, talks, demonstrations or appearances made on their own time wherein they are acting or speaking in their official
capacity as an official of McLean County Government,

10.86 GIFT BAN: No employee shall solicit or accept any gift from any prohibited source or in violation of any
federal or State statute, rule, regulation or any ordinance or resolution. This ban applies to and includes spouses of,
and immediate family living with, the employee. A detailed description of this policy can be found in the McLean
County Gift Ban Ordinance, as patt of Chapter Five (5) of the McLean County Code.

10.87 CONFIDENTIALITY: All employees are prohibited from directly or indirectly using or allowing the use of official
information obtained through, or in connection with, employment with the County which has not been made available to
the general public, for the furtherance of any private interest. Violation of this principle is a serious matter and will result

! in immediate disciplinary action as outlined in Section 10.80. Additionally, disclosure of any information discussed and

E recorded in closed session held by the County Board, and/or its committees is stricily prohibited. Violation of this

! provision by any Department Head or employee of McLean County shall result in disciplinary action taken pursuant to
those outlined in Section 10.80 of this ordinance, collective bargaining agreement and/or other provision that may be
required under state law.

ARTICLE 9
TERMINATIONS

10.90 TERMINATIONS AND SEPARATION:
10.90-1 LMREF. Separation Benefit and Retirement Pension Application: Employees of McLean County may be eligible
for certain benefits of the Illinois Municipal Retirement Fund (LM.R.F.) upon retirement or separation from the County.
Employees should refer to the LM.R.F. website, or contact the County Administrator’s Office for special information
regarding their benefit status,
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10.90-2 Resignation - Voluntary: An employee may resign from County employment by presenting a resignation, in writing,
to the Department Head. To resign in good standing, an employee must give the Department Head at least fourteen
(14) calendar days notice. A resigning employee will be eligible for compensation for any earned but unused vacation
leave accrual. Additionally, employees shall receive payment for any leave time accrued in the TOPS program, if
applicable. Upon receipt of the resignation notice, the Department Head will notify the Treasurers Office and such
unused benefit time payment will be included in the final paycheck. An employee desiring to take vacation prior to
termination should include such request in the resignation notice, and a termination date clearly established. The last
compensated day for all fiscal repotts shall be the date certain stated on the notice of termination, The Department
Head may choose to set the date for actual termination prior to the end of fourteen (14) calendar days, In order to
establish a uniform policy regarding resignation, the following procedure will be used:

A) When an employee notifies a Department Head or designated staff member of the intent to resign, an exit interview
should be conducted.

B) An appointment should be arranged with the County Administrator’s Office for the resigning employee. The
Department Head should make sure that all County property and equipment in the possession of the employee,
including keys, tools, uniforms, insurance cards, etc., are returned to the department prior to the employee's departure.

C) Anemployee leaving in good standing is eligible for re-employment at a later date provided that the Iast performance
evaluation was satisfactory or better. Unless a release form is signed by an employee allowing additional information
to be given out, only their date of hire, date of termination and re-hire eligibility status may be released.

10.90-3 Resignation- Involuntary: An employee shall be regarded as having resigned a position if able to notify the
immediate supervisor of the reason for an absence, but fails to do so for three consecutive working days. Involuntary
Resignation shall also apply to employees who have notified their immediate supervisor within the necessary time period,
but have exhausted all available leave time. Compensation owed to the employee during the pay peried including the
resignation will be paid on the appropriate payday.

10.90-4 Dismissal: Employees in an iitial evaluation period may be dismissed at any time at the discretion of the
Department Head, This policy does not apply to an employee serving an evaluation period following a transfer or
promotion.

No employee who has completed the initial evaluation period shall be dismissed except for just cause. Just cause shall
be defined, as an employee violation of a stated policy, where the employee’s conduct adversely affects their job
performance, and the infraction is sufficiently serious to warrant firing. An employee who has been dismissed shall not
be deemed to have severed employment in good standing., The employee shall be furnished with a statement, in writing,
from the Department Head setting forth the reason(s). A copy of the statement and any reply from the employee shall be
filed with the County Administrator. Dismissal shall be only for just cause, as follows:
A) Just cause is a violation of established work rules or action on the part of the employee, which impairs the effectiveness,
efficiency or reputation of the County. (See Section 10.80, Rules of Conduct for examples of such action and
procedures to follow prior to dismissal.)

B) Anemployee dismissed for just cause shall be paid all compensation due at the time of termination.
C) Anemployee may grieve a dismissal in accordance with Article 10.

; 10,90-5 Reduction In Work Force: Department Heads may reduce the work force in their respective departments by
| terminating an employee, or group of employees, by reason of abolition of a position(s), shortage of work or funds, or other
reasons outside the employee's control and which do not reflect discredit on the work performance of the employee. The
duties formerly performed by the terminated employee(s) may be assigned, in whole or in part, to other employees. To
insure that employees are given adequate notice and are treated in a fair and consistent manner:
A) The order of the terminations shall be established by the Department Head on the basis of the needs of the County, and
are subject to the provisions of any applicable coltective bargaining agreements.

B) Factors such as relative merit and seniority of the persons shall be considered for termination.
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C) Employees whom have not completed the evaluation period in a class of positions shall be terminated before other
persons in the class are terminated. Also, consideration shall be given to full-time employees before part-time
and temporary employees.

D) The affected employees shall be notified as quickly as possible, and in no event less than seven (7) days before the
action takes place.

E) Employees terminated under this section have the same rights and privileges to re-employment as employees on a
granted leave of absence without pay.

F) Employees affected by action under this section are eligible for atl compensation due in the same manner as an
employee resigning under favorable conditions.

() A copy of the circumstances shall be retained in the employee's personnel file.

ARTICLE 10
GRIEVANCE PROCEDURE

10.100 GRIEVANCE POLICY: Itis the policy of McLean County to encourage and promote the prompt and equitable
adjustment of employee grievances so that a harmonious and productive work environment is maintained. It is not
necessary that the work situation actually is wrong, unjust, or unfair; it is only necessary that the employee perceive it to be
50, '

10.100-1 Definition: A grievance shall mean a written complaint by an employee covered by this ordinance that there
has been an alleged violation, misinterpretation or misapplication of the specific provisions of this ordinance,
provided that the layoff or discharge of a newly-hired employee in an initial evaluation period shall not be a subject
for grievance.

10.100-2 Purpose: Every employee covered by this ordinance shall have the right to present grievances in accordance
with these procedures, the purpose of which is to secure, at the lowest possible administrative level, equitable solution
to valid grievances, which may arise.

10.100-3 Representation: The grievant has the right to representation of choice in the grievance procedure and for
any meeting that the grievant reasonably believes might lead to discipline. The grievant shall be present at all
grievance steps unless the McLean County and the grievant mutually agree that the grievant's presence is not desirable
or necessary. Illness or incapacity of any party to a grievance shall be grounds for any necessary extension of
grievance procedure time limits. Attendance at such meetings by employee grievant or employee representative shall
be unpaid. Pay shall not be withheld if said meeting is scheduled by the immediate supervisor, Department Head, or
County Administrator during the grievant’s working hours,

10.100-4 Time Limits: A grievance must be filed within fourteen (14) calendar days of the occurrence of the event,
or when an employee has been made aware of the event which gave rise to the grievance, The number of days
indicated at each step in the procedure shall be considered as the maxinum aliowable to the parties and every effort
shall be made to resolve the grievance as rapidly as possible.

10.100-5 Informal Resolution: McLean County acknowledges that it is usually most desirable for a grievant and the
grievant's immediate supervisor to resolve problems through informal and free communications. If, however, the
informal process fails to satisfy the grievant, a grievance may be processed in the following manner and the grievant
may be accompanied by a representative of choice.

A) The grievant shall file the grievance in writing using the prescribed grievance form with the immediate
supervisor, who shall certify by signature the date the grievance was received. The written grievance shall state
the nature of the grievance, shall note the specific clause or clauses of the ordinance, which are applicable and
shall state the remedy requested. The supervisor shall arrange for a meeting to take place with the grievant within
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fourteen (14) calendar days after receipt of the grievance. The supervisor shall make the decision on the
grievance and communicate it in writing to grievant within seven (7) calendar days of the meeting,

B) In the event a grievance has not been satisfactorily resolved at Step A, the grievant may present the grievance
within fourteen (14) calendar days to the Department Head or designee who will follow the same provisions as
established in Step A. .

C) In the event a grievance has not been satisfactorily resolved at Step B, the grievant may present the grievance
within fourteen (14) catendar days to the County Administrator who will follow the same provisions as
established in Step A. Grievances involving a suspension or discharge are grievable directly to Step C.
Employees shall have the right to make comments on any form that is going to be placed in their personnel file.

10.100-6 Timely Filing/Timely Response: The grievant may advance the grievance to the next step in the grievance
procedures whenever the employer fails to file the response to the grievance within the number of days set forth in
10.100-3,

10,101 Criminal Fraud or Abuse: Grievances involving allegations of criminal fraud and/or abuse will be turned over to the
McLean County State's Attorney's Office for determination of any criminal activity. If any criminal activity is found,
grievance procedures under this section will be "stayed” pending the adjudication in the courts, If criminal activity is
not found, procedures described in this section will be followed.

10.102 Miscellaneous Provisions:
A) Upon mutual agreement, time limits established may be waived.

B) The Informal Grievance Procedure shall be private and considered to be internal to the department.

C) This policy does not apply to non-selection for promotion or merit salary increase from a group of properly ranked
and certified candidates.

10.103 SAFETY RESPONSIBILITIES: It is the intention of McLean County to provide a safe and healthy working
environment for all employees. The Risk Manager, working in cooperation with the Elected Official or Department Head,
has the overall responsibility for formulating, directing and coordinating safety activities throughout County employment.
In keeping with this policy, the following duties will be enforced:

10.103-1 DEPARTMENT HEAD\SUPER VISOR\FOREMAN:
A) Assume full responsibility for safe and healthy working conditions for all employees.

B) Ensure that all management policies herein are fully implemented for maximum efficiency of each job.

C) Take the initiative in recommending corrections of deficiencies noted in facilities and work procedures that effect
County loss control efforts,

D) Be firm in enforcement of work policies by being impartial in taking disciplinary action against those who fail to
conform and by being prompt to give recognition to those who perform well.

E) Ensure that each employee is fully trained for the job assigned and that the employee is familiar with published
department work rules. :

F) Fully cooperate with the County Administrator’s Office in shutting down operations considered to be an imminent
danger to employees or in removing personnet from hazardous jobs when they are not wearing or using prescribed
protective equipment,

10.103-2 EMPLOYEE: Each County employee shall be fully responsible for implementing the provisions of the safety
program as it pertains to operations. The responsibilities listed are MINIMUM, and they shall in no way, be construed to
limit individual hazards.

A) All unsafe conditions are to be reported to the immediate supervisor,
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B) Keep work areas clean and orderly at all times.

C) Report all accidents immediately to the supervisor.

D) Avoid engaging in any horseplay and avoid distracting others.

E) Leam to lift and handle material properly. Fach employee working at a hazardous job shall, in addition:

1) Obey all safety rules and follow published work instructions;

2) If any doubt exists about the safety of doing a job, stop and get instructions from the supervisor before continuing
work;

3) Only operate equipment that has been authorized by the Supervisor;

4) Use only the prescribed equipment for the job and handle it properly;

5) Wear required protective equipment when working in hazardous operations area;

6) Dress safely and sensibly; and

7) Take an active part in the safety program.
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Contract Disclaimer

This Employee Handbook is meant to provide guidelines and expectations to employees
of McLean County in order to assist employees to better perform their job duties. This
Handbook is not an exhaustive list of every workplace rule and policy, but rather a guide
to employees on commonly raised questions.

THIS EMPLOYEE HANDBOOK IS NOT AN EMPLOYEE CONTRACT.
This Employee Handbook does not establish a contract (express or implied) between
MecLean County and any employee regarding terms and conditions of employment,

EMPLOYMENT AT WILL RELATIONSHIP: This Employee Handbook does not in
any way alter the employment-at-will relationship between McLean County and its
employees. McLean County and each employee have the right to terminate the
employment relationship, at any time, with or without cause or notice.

Please be advised that no supervisor, manager, or representative of McLean County other
than the County Board have the authority to enter into any agreement with any individual
for employment for any specified period of time or to make any promises or
commitments contrary to the foregoing. Further, any employment agreement entered into
by the County Board on behalf of McLean County will not be enforceable unless the
agreement is in writing and signed by the Chairman of the Board.

MclLean County may revise or revoke any portion or employee benefit of this Employee
Handbook at any time without prior notice.

The entire Chapter 10 of the County Code, McLean County Personnel Policies and
Procedures may be found in the County Administrator’s Office.
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McLean County Employee Handbook

PURPOSE;: |

This handbook is designed to acquaint you with McLean County and provide
you with information about working conditions, benefits and policies affecting your
employment.

The information contained in this manual applies to all employees of McLean
County. Following the policies described in this handbook is considered a condition
of continuous employment. However, nothing in this handbook alters an employee’s
status as an at-will employee. The contents of this handbook shall not constitute nor
be construed as a premise of my employment or as a contract between the company
and any of its employees. The manual is a summary of our policies, which are
presented here only as a matter of information.

You are responsible for reading, understanding and complying with the
provision of this handbook. Our objective is to provide you with a work environment
that is constructive to both personal and professional growth.

SPECIFIC SCOPE OF COVERAGE:

All County employment positions not expressly exempted from coverage by these
policies and procedures shall be subject to these provisions, including bargaining unit
members except where superseded by collective bargaining agreements.

All individual Elected Officers, all advisory boards, commissions and committees appointed
by the McLean County Board, all consultants, advisers, and counsel rendering temporary
professional service, independent contractors, and Sheriffs Department personnel, to the
extent that rules of the Merit Board supersede these rules, are expressly exempted from
coverage. '

MERIT PRINCIPLES:

It is the policy of McLean County to hire the most gualified employees available
for all jobs. 1t is the policy to encourage a career service within the County by promoting
present employees whenever possible to fill vacancies.

CLASSIFICATIONS OF EMPLOYMENT:

For purposes of salary administration and eligibility for overtime payments and
employee benefits, McLean County classifies its employees and other workers as
follows:

» Full-time regular emplovees. Employees hired to work the Company’s normal, full-
time, 37.5 or 40-hour workweek on a regular basis. Such employees may be
“exempt” or “nonexempt” as defined below.
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» Part-time regular employees. Employees hired to work fewer than 37.5 hours per
week on a regular basis. Such employees may be “exempt” or “nonexempt” as
defined below.

= Temporary employees. Employees engaged to work full time or part time on the
County’s payroll with the understanding that their employment will be terminated no
later than on completion of a specific assignment. (Note that a temporary employee
may be offered and may accept a new temporary assignment with the County and
thus still retain temporary status.) Such employees may be “exempt” or “nonexempt”
as defined below. (Note that employees hired from temporary employment agencies
for specific assignments are employees of the respective agency and not of the
County.)

= Nonexempt employees. Employees who are required to be paid overtime at the rate
of time and one half (i.e., one and one-half times) their regular rate of pay for all
hours worked beyond forty paid hours in a workweek, in accordance with applicable
federal wage and hour laws.

« PBxempt employess. Employees who are not required to be paid overtime, in
accordance with applicable federal wage and hour laws, for work performed beyond
forty hours in a workweek. Department Heads, elected officials, managers,
professional employees and certain employees in administrative positions are
typically exempt.

You will be informed of your initial employment classification and of your status
as an exempt or nonexempt employee during your orientation session. If you change
positions during your employment as a result of a promotion, transfer, or otherwise, you
will be informed by your Department Head of any change in your exemption status.

Please direct any questions regarding your employment classification or
exemption status to your Department Head.

HOURS OF WORK:

Full-time employees shafl work 37-1/2 hours per week (1,950 hours per year), or 40
hours per week (2,080 hours per year), depending upon job function. County offices regularly
visited by the general public shall customarily be open from 8:00 a.m. to 4:30 p.m., Monday
through Friday, subject to operational considerations and statutory authority. Variable
work schedules are acceptable in appropriate situations with supervisory approval. Work
schedules for occasional or seasonal employees and part-time employees shall be specified by
Department Heads, according to the need of the County and the rules and schedules
stipulated for regular employees. A workweck shall be defined as seven consecutive
twenty-four (24) hour periods commencing at 12:01 AM Sunday.

All elapsed time from the moment an individual actually commences work for the
County until the work is finished for the day, except for the deduction of time spent at
dinner or lunch, constitutes hours of work. Arriving early or leaving late for the employee's




own convenience is not to be included in working time, providing that the employee
performs no duties for the County during such intervals. No work may be performed
before or after an employee's scheduled hours of work without the authorization of the
Department Head or work supervisor. Such time is not eligible to be counted towards
overtime or compensatory time,

WORKING AT HOME:

In order to prevent abuse of overtime payments and to limit the County's liability
when employees are not under direct supervision/control, non-exempt County employees will
not be assigned work to complete at home unless such employees are in job classifications
not eligible for overtime payments. No work performed at home is to be considered
working hours for the purpose of monetary payment or compensatory time off.

REST AND MEAL PERIODS:

County Department Heads have the authority to grant meal periods from one-half
(1/2) hour to one (1) hour in a normal workday. Employees who are granted from one-
half (1/2) hour to one- (1) bour meal periods are not paid for them and they may or may not
leave their work facility or duty area, depending upon job function and where sufficient
accommodations are provided. Such time is to be considered the employee's time and they
should not perform work tasks during their meal period.

Employees assigned to positions requiring full-time attendance or who are on "on
duty" status during meals shall be paid for them; however, such employees shall not leave
their work facility or duty area for that meal. This time is to be considered work time and
they may be working, called upon, or called back to work during such periods of time.
They should not leave the assigned work facility or duty area and shall be compensated
for periods of time one-half (1/2) hour and less.

County Department Heads have the authority to grant rest periods to their
employees. Such periods of rest, in general, should not exceed fifteen (15) minutes and the
employee may not leave the work facility during such periods of rest and can be called back to
work at any time.

PAYROLI, PERIODS: _
Pay periods shall be no less than two per month. Paychecks will be issued within
seven calendar days of the close of the reporting period.

EVALUATION PERIOD:

The first six months of employment (or the first year of employment with the
Sheriff’s Department) and the first three months after a transfer to a new position shall
be considered an evaluation period. The evaluation period is a time for the County to
determine whether the employee is an appropriate match for the position. Itis also a
time for the employee to determine if the job is suitable to the empioyee. The County in
its discretion may extend the evaluation period thirty days. An employee terminated
during the evaluation period or returned to a prior position or comparable position shall
have no right to appeal this decision. In cases where an employee is returned to a prior or




comparable position, the employee shall receive the same pay rate previously received
prior to promotion. All benefits remain with the employee and continue to accrue.

OVERTIME:

Because of the around-the-clock nature of some of our facilities, the need to respond
to emergency situations and the nature of the public services provided, it may occasionally be
necessary for employees to work overtime. Those employees eligible for overtime include
all employees in position classifications listed on the Salary Schedule as Grade ten (10) or
below, except as specified, as well as those employees on the Salary Schedule in Grade
eleven (11) or higher who are specifically designated as non-exempt. All elected officials
are exempt from overtime by the nature of their positions. The Department Head must
authorize all overtime in advance of being worked. If prior authorization is not feasible
because of conditions, a confirming authorization must be made on the next regular
working day following the date on which the overtime was worked.

Overtime will be paid after forty (40) paid bours in a standard workweek. For
employees who receive overtime payment, the rate shall be one and one-half (1-1/2) times
the regularly hourly rate of pay. For employees who are eligible for compensatory time
awards, the rate shall be one and one-half (1-1/2) times the hour(s) or portion thereof
worked over forty.

All employees who are eligible for overtime, as noted above, may be
compensated with the equivalent compensatory time rather than monetary payment. The
employee shall make this election of compensatory time or monetary payment before
such overtime is recorded on the County's timesheets. Compensatory time shall be
recorded as the straight time equivalent, i.e. one hour of overtime at the 1.5 rate shall be
reported as 1.5 hours of compensatory time earned; the same hour of overtime at the 1.0
rate shall be reported as 1.0 hour of compensatory time earned, etc.

Employees who request Compensatory Time Off shall make such requests in a
manner consistent with departmental procedures, and in increments of fifteen (15)
minutes. Such requests shall be granted unless there is a negative impact on the
department's operation. Such accrued Compensatory Time must be used by employees
prior to the termination of their employment, since the purpose of electing
Compensatory Time is to have time off, unless this is not possible for operational
r€asons.

Accrued Compensatory Time is not eligible for monetary payment, unless such
time remains after the employee's termination. Salaried exempt employees are not
eligible for overtime or Compensatory Time Off and shall not have their pay reduced
because of absence during a work week other than for disciplinary suspensions in
increments of one week, for major violations of safety rules or lack of benefit time to
provide payment during such an absence. Pay reductions for these reasons shall be at
not less than one-day increments.




HOLIDAY REGULATIONS:

The McLean County Board annually adopts a resolution specifying the holidays to be
observed by all County employees the following calendar year. When a holiday falls on a non-
working day, the nearest adjacent workday shall be granted as the holiday. Employees, who
prefer to observe religious or ethmic holidays on days that are not granted by the County Board,
may use personal leave for such time, An employee must be on payroll on the workday
immediately preceding and on the workday immediately following a holiday to be eligible for
compensation for that holiday. On the payroll means employed by the County and not in a
non-paid status. Part-time regular employees shall be compensated for holidays according
to their normally scheduled workday.

In departments that have twenty-four (24) hour per day operations, a holiday shall be
observed from midnight to midnight of the calendar day of the holiday. If more than half
of the hours worked on any work shift period falls on the holiday, the complete work period
shall be considered as time worked on this holiday. Ifless than half of the hours worked falls
on the holiday, the complete work period shall be considered a normal workday. The holiday
must fall on a day normally scheduled as a workday for part-time employees to be eligible for
compensation. Holiday compensation shall be paid to full-time employees at their regular
rate for the hours worked during a fixed holiday by one of the following methods, at the
discretion of the Department Head:

1) An alternate day off during the pay period in which the holiday occurs, or

2) Compensatory time off at straight time of pay for the hours worked, or

3) Cash payment for the holiday at straight pay (example: If the employee works eight (8)
hours on the holiday he will receive holiday pay plus the eight (8) hours worked or
double time for working the holiday.)

If an employee is required to work beyond the normal scheduled workday, during an
established workweek in which the employee received holiday pay, compensation for the
additional hours is in accordance with the overtime policy. When a holiday falls within a
period of paid leave (i.e. sick leave, vacation leave, etc.) the holiday shall be paid and shall not
be deducted. Shift employees not scheduled to work the holiday will be paid for the
holiday.

VACATION:
From the first day of employment, all regular full-time employees shall accrue vacation
leave with pay according to the following schedule;

GENERAL
Years Regio_nal AF SCME .
Worked General Plam;m,_g Highway | FOP Deputies
.| Commigsion | Department

<] 10 10 10 10

<2 10 10 10 10

<3 10 10 10 10

<4 10 10 10 10

<5 10 10 10 10




<6 10 15 10 10
<7 15 15 15 15
<8 15 15 15 15
<9 15 15 15 15
<10 15 15 15 15
<11 15 15 15 15
<12 15 15 15 15
<13 15 15 15 15
<14 15 15 15 15
<15 15 15 15 15
<16 16 20 16 16
<17 17 20 17 17
<18 18 20 18 i8
<19 19 20 19 19
<20 20 20 20 20
<21 20 20 21 21
>2] 20 20 21 22
TOPS
Years FOP. Labor Nursing
Worked Corrections | MetCom Home
(TOPS) (TOPS) {TOPS)

<] 35 35 21

<2 35 35 25

<3 35 35 25

<4 35 35 25

<5 35 35 25

<6 35 35 31

<7 40 40 31

<8 40 40 31

<9 40 40 31

<10 40 40 31

<11 40 40 36

<12 40 40 36

<13 40 40 36

<14 40 40 36

<15 40 40 36

<16 41 41 36

<17 42 42 36

<18 43 43 36

<19 44 44 36

<20 45 45 36

<21 45 45 36

>21 45 45 36

Application for vacation leave shall be in accordance with departmentat policy. Part-
time regular employees accrue vacation leave credit on the same continuous years of service

basis as full-time employees except that it is prorated according to the number of hours

actually worked. No employee will be permitted to take vacation until completion of the

evaluation period. Nor will employee be allowed an advance leave or leave that has not been

earned. Vacation shall be at full pay at the current rate of compensation. |
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No employee shall accumulate more than 1.5 times the annual accumulation rate
(normal hours worked biweekly times 26 times the employee's hourly vacation accrual
rate). Hours gained above this maximum will not be credited to the employee's vacation
balance but will be forfeited. Only for the purpose of determining when forfeiture applies,
the maximum annual accumulation for full-time employees shall be based on the 80-hour
biweekly work schedule.

An employee who is terminated is entitled to full payment for any unused vacation
accrual.

SICK LEAVE:

All eligible employees are encouraged to save as much sick leave as possible to
meet serious illness situations. It is a self-insurance program provided by the County and
earned by the employee. It is not intended for a one-day vacation nor can it be used to extend
vacation periods or holidays. All regular full-time and part-time County employees accrue
sick leave credit at an hourly rate. Sick leave may be accumulated to the maximum of
seven hundred twenty (720) hours,

Employees may utilize sick leave when they are too ill to report to work, in the event
of injury, or for routine medical and dental appointments. Employees who are not covered
by the TOPS system may also use sick leave to care for other persons within the
employee's immediate family. The immediate family shall be defined here as an employee’s
parents, children, spouse and siblings. Exceptions for those beyond this definition may be
made at the discretion of the Department Head.

All foreseeable leave for such purposes shall require a specific prior approval of the
Department Head. In the event of sick leave for any purpose, the Department Head may
require the certificate of a medical doctor giving information as to the circumstances
involved. Department Heads or any authorized authority may direct an employee who
appears ill to leave work. Sick pay for hours not worked will be excluded when computing
overtime for the workweek in which it was taken. An employee shall be paid sick leave
equivalent to the normally scheduled straight time day. Upon termination from County
service, accumulated but unused sick leave benefits will not be paid.

Each Department Head will develop a procedure for notification, either to
Department Head or other supervisor, by employees when unable to work. During
authorized sick leave, an employee must notify the Department Head periodically so that
the Department Head may plan on the return. This may be waived in the event of
confinement or illness for a specific period of time as indicated in a physician's statement.
An employee on sick leave shall inform the Department Head or designated supervisor of the
facts and the reason for the absence as soon as possible. Failure to do so within one (1) hour
of commencement of duty on the first (I} day ofillness may be cause for denial of the sick
leave pay for the period of absence. Absence for part of a day that is chargeable to sick leave
shall be charged proportionately in an amount not smaller than one quarter of (0.25) an hour.




Notice of an employee's desire to return to work after an illness of one week or more
must be given to the Department Head no less than twenty-four (24) hours in advance.

MILITARY LEAVE:

An employee who is a member of a reserve component of the armed services or
the Illinois National Guard shall be granted annual training leave and leave for active duty.
The County shall pay the difference between the government allowance and the
employee's base salary for basic training and up to sixty (60) days of special or advanced
training per year, and for the duration of any active duty resulting from a Presidential order.
Military training leave shall be granted without the loss of general leave time.

An employee on Military Leave status who applies for County compensation to make
up the difference between military base pay received and their regular straight-time County
wage or salary, shall submit copies of all military pay stubs or leave and earnings statements
for any pay period for which compensation is requested within sixty {(60) days of release from
active duty. If an employee chooses not to remit said military pay stubs or leave and earnings
staternents, no portion of County wages will be paid to the employee. If twenty percent (20%)
or more of County employees are mobilized for active duty, compensation shall be limited to
two (2) workweeks per year.

Eligibility for County health plans, employee pension plans and seniority-based
benefits will be governed by the requirements of applicable state and federal law, specifically
the Uniformed Services Employment and Reemployment Rights Act of 1994 and the Local
Government Employees Benefits Continuation Act (50 ILCS 140).

BEREAVEMENT LEAVE:

An employee may be absent with pay from work for a period of up to three (3)
working days due to a death in the immediate family. The immediate family shall be defined
here as the employee’s parents, children, spouse, siblings, grandparents, grandchildren, and
in-laws. Exceptions for those beyond this definition may be made at the discretion of the
Department Head. Department Heads may grant additional time in unusual circumstances.
Department Heads, additionally, shall have the authority to grant bereavement leave in
hourly increments for situations other than those listed above.

PERSONAIL LEAVE:

Personal leave is granted by the County and is designed to be a flexible form of
paid leave. It may be used for any reason that an employee sees necessary. Unless the
reason for personal leave is an emergency situation, precluding the making of prior
arrangements, the leave is to be scheduled with the consent of the employee's supervisor
far enough in advance to keep personal leave days geared both to operation needs of the
County and the convenience of the employee. Personal time leave is granted for
discretionaty purposes to every full-time County employee in the amount of two (2) days at
the beginning of each fiscal year. Employees hired after the beginning of the fiscal year
shall be granted the pro-rata amount of personal time for that year, based on date of hire.
All uses of personal leave shall be charged in fifteen (15) minute increments. If is not
permissible to carry over unused personal leave from one (1) fiscal year to another;
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therefore, unused personal time shall expire at the end of the fiscal year, Additionally,
upon termination of an employee, any unused personal leave will not be paid.

DISABIITY LEAVE:

Any employee of McLean County who suffers injury or occupational disease as a
result of a work connected accident or condition shall, upon proper investigation and
authentication, be granted leave and shall be entitled to compensation as provided by the
Nlinois State Worker's Compensation laws (820 ILCS 305 et seq.).

Law Enforcement Officers employed by the County who suffer any injury in the
line of duty which causes the employee to be unable to perform their duties, shall continue to
be paid by the County on the same basis as before the injury, without deduction from sick
leave credits, compensatory time or general leave for as long as the injury lasts, but no
longer than one (1) year. An injured officer, under this policy, may not be employed in any
other manner, with or without pay. ( SILCS 345.01 et seq.).

EXTENDED LEAVES OF ABSENCE:

At the employee's option, vacation leave, and compensatory time off accumulated
may be used for personal obligations requiring leaves of absence for longer duration than the
personal leave provided. The employee must request leave without pay from the Department
Head in writing for leave in excess of available or accumulated paid time off before said
leave is taken. Leave under this section, or extension thereof, must be approved by the
Department Head, the County Administrator and the appropriate committee of the County
Board. An employee on an extended leave of absence, without pay, does not accrue vacation
leave or sick leave credit for the period of the unpaid leave of absence. Such employees
may continue medical insurance coverage and life insurance coverage, but only where the
employee pays the total cost of such participation while on unpaid leave of absence. Such
employees continue L M.RF. participation according to the rules and regulations established
by LM.R.F.

FAMILY AND MEDICAL LEAVE:

McLean County to will provide all eligible employees and officials with up to 12
weeks of family and/or medical leave during any 12 month period, whether paid or unpaid, as
required by the federal Family and Medical Leave Act of 1993. However, all employees shall
exhaust all paid leave available, prior to going on unpaid leave. To be eligible for leave, an
employee must qualify for LM.R.F. coverage (1,000 hours per year standard) AND either
successfully complete the initial probationary period with the County, or complete one (1)
year of employment with the County, whichever occurs first.

The following situations are allowable under the Family and Medical Leave Policy:
Care of an employee’s child, including birth or placement for adoption or foster care;
Care of a child, spouse, or parent with a serious health condition; or
A serious health condition which makes the employee unable to perform the employee’s job.

An employee may take 12 workweeks of unpaid leave per each 12-month period of
employment, inclusive of any paid leave for the same purpose. In the case of a birth or
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adoption, the leave option expires one year after the event. This leave is based on a rolling
12 months period for the individual employee, not on a calendar basis. Intermitient leave
up to 12 weeks, per 12 months period may be taken if medically necessary. However, a
request for intermittent leave requires consent by McLean County. The Department Head,
only shall approve this if the Department Head determines that such action would have no
detrimental effect on the operations of the department. All other such requests shall be
denied. During the term of leave, McLean County will continue to pay its share of an
employee’s health coverage. If the employee fails to return to work, unless such failure is
due to continuation of a medical condition or circumstances beyond the employee's
control, the employee must repay McLean County the full cost of health coverage paid
during the leave period.

INSURANCE:

McLean County provides term life insurance protection in the amount of $5,000, with
Accidental Death and Dismemberment provisions in an additional amount of $5,000 to
eligible employees and officials. McLean County also provides health and major medical
insurance to eligible employees and officials. At time of initial sign-up, the employee may
elect to purchase health and major medical coverage for spouse and dependents. This
payment will be made by payroll deduction. Enrollment of dependents after the initial sign-
up period of thirty days has passed will require proof of insurability. Any eligible
employee may enroll on the first (1%) day of employment. An employee who waives
participation at the first (1st) enrollment opportunity and later wishes to participate shall
provide evidence of insurability.

ILLINOIS MUNICIPAL RETIREMENT FUND:

In accordance with Article 7 of the Illinois Pension Code {40 ILCS 5/7-101 et seq.),
McLean County is required to provide a pension program, a long and short term disability
program, a death benefit and survivor's pension to eligible employees and officials through
the LM.R.F. The Treasurer of McLean County is the Authorizing Agent for the Fund for
McLean County employees and officials. All eligible McLean County employees, with
the exception of Elected Officials, are required by law to participate in this program.
Eligible employees are defined as those who work in excess of 1,000 hours annually.

GLASENER BEACH:

The MclLean County Department of Parks and Recreation currently provides a
“Glasener Beach Family Fun Pass” to all current and retired McLean County employees. This
pass entitles an employee or retiree and their household members to free admission at
COMLARA County Park’s Glasener Beach swimming area, during operating hours. The
employee, retiree or household member shall present the pass at the time at which admission
is charged. The employee or retiree’s name and all household members’ names shall appear
on the pass when presented. Accompanying photo identification is required. An adult must
accompany children under 13 years of age. The Glasener Beach Family Fun Pass does not
entitle non-household members accompanying an employee, retiree or household members to
free or reduced admission, nor may non-household members be listed on the pass. Passes
shall be issued to current employees by the County Administrator’s Office prior to Memotial
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Day each year, New hires after Memorial Day and retirecs shall be provided passes upon
request.

CREDIT UNION AND CHRISTMAS CLUB:

McLean County employees may take advantage of both loans and savings offered
by membership in the Bloomington Municipal Employees Credit Union. The payroll
clerk, office of the Treasurer, McLean County, provides enrollment in the Credit Union. An
annual Christmas Club is also available. Enrollment for the Christmas Club is in the
Credit Union Office, City of Bloomington Building, 109 E. Olive Street, or by phone at
(309) 823-4265. There is also an office in the lobby of the McLean County Law and
Tustice Center. All credit union payments may be made by payroll deduction.

TRANSFER AND PROMOTION:

Transfer is defined here as a change in an employee's position classification to a
position classification, which has the same pay range, or lateral transfer. Promotion is
considered a change in an employee's position classification to a position classification,
which has a higher pay range. It is the policy of McLean County to transfer and promote
from within the County whenever possible, Employees are urged to obtain the necessary
skills, training, education, professional registration or licenses necessaty in order to be
eligible candidates for transfer or promotion.

Employees secking promotion to an open position must also apply at the County
Administrator’s Office. They may be required to re-submit an application and the hiring
authority will also interview them. In the selection of an employee to fill a higher job, the
following will be considered: aptitude, skills, ability and past performance, where applicable;
prior or newly acquired credentials which may qualify the employee for consideration in
another classification. All transferred and promoted employees are required to serve a
three-month evaluation period. All employees will be paid in accordance with the
provisions of the Pay Plan. All accrued benefit time continues to be available to the
employee.

DEMOTION:

Demotion is defined here as a change in an employee's position classification to a
position classification, which has a lower pay range. An empioyee may request a demotion
which means a change by an employee from a position in one class to a position in another
class with less responsible duties and a lower salary range. The same procedures apply for
an employee initiating a demotion as for a request for a transfer or application for
promotion. A Department Head may demote an employee for cause or may demote in line
with reorganization, reduction in force, or other administrative changes ordered by the County
Board. Such employee demotions may be on the basis of work performance or on the basis of
seniority depending upon the recommendation of the County Administrator.
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PERFORMANCE EVALUATIONS:
A formal performance evaluation system will be approved by the County Board in
order to:
A) Maintain or improve each employee's job satisfaction and morale by indicating that their
work supervisor is interested in their job progress and personal development.

B) Serve as a systematic guide for Department Heads in planning each employee's future
training,

C) Assure considered assessment of an employee's performance rather than a quick and
unreliable judgment.

D) Assist in determining and recording special talents, skills and capabilities that might
otherwise not be noticed or recognized.

E) Assistin planning personnel moves and placements that will best utilize each employee's
capabilities.

F) Provide an opportunity for each employee to discuss job problems and interests with their
work. supervisors.

G) Assemble substantiating data for use as a guide for purposes such as salary
adjustments, promotions, transfers and disciplinary actions.

Department Heads will prepare a schedule for the conduct of performance gvaluations of
employees in their departments. The schedule is for the Department Head's convenience,
but employees should be evaluated as stated here. Employees who have not completed an
evaluation period will be evaluated at least one (1) week prior to completion of their
evaluation period. Full-time and part-time employees in all salary schedules may be
evaluated at any time deemed appropriate by the Department Head, but at least once a year and
prior to annual salary review. Appointed Department Heads are evaluated at least once a
year by the County Administrator.

CHANGE OF NAME. ADDRESS, MARITAL OR FAMILY STATUS:

Employees shall report all changes in name, address, telephone number and marital
or family status to their Department Head and to the County Administrator’s Office.
Additions or deletions of dependents are necessary for Federal and Illinois Tax forms,
beneficiary changes to LM.R.F. and group insurance. For any such change, contact your
Department Head. Most large departments have the proper forms available; smaller
departments must contact the County Administrator’s Office.

GENERAL RULES OF CONDUCT:

1t is the purpose of this policy to attempt to provide a framework for the proper conduct of
County employees while on the job. It is further intended that discipline, where justified, be
meted out in an equitable manner. Finally, it is infended that within very broad and
general guidelines, Department Heads and authorized supervisors are responsible for the
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implementation of this policy within their specific jurisdictional work areas. Employees are
expected to follow the regulations set forth in the personnel rules and directions of their
supervisor. When an employee fails to follow these rules or disobeys the supervisor, that
employee becomes subject to disciplinary action. Causes for reprimand, written or verbal,
demotion, suspension, or dismissal include, but are not limited to the following reasons:

Repeated tardiness;

Leaving duty prior to the end of the assigned shift;

Failure to complete duties as assigned;

Failure to request leave in the authorized manner;

Abuse of leave;

Discourtesy or disrespect to a member of the public, a coworker or a County
official; "
Any safety violation;

Intoxication while on duty from alcohol or other substances;

Carrying a firearm other than by authorized personnel;

Failure to follow a specific order by a supervisor;

Willful damage to or destruction of County property and/or public records;
Theft of County property and/or public records;

Acts, threats, or perceptions of violence toward any persons while on duty;

Any form of unlawful harassment, particularly sexual harassment;

Willful misrepresentation or concealment of any fact requested during hiring process;
Upon conviction of a felony involving moral turpitude;

‘While this listing is not comprehensive, it is sufficient to demonstrate the types of
behavior that may indicate an improper attitude toward the job. Depending on level of
contact with the public and job functions, each department may see it necessary to develop
and enforce its own dress code and appearance policies, within reason.

DISCIPLINE PROCEDURE:

McLean County endeavors to follow a progressive discipline policy. The supervisor
and/or the Department Head has the discretion to select the appropriate correction for
unacceptable employee behavior. Progressive discipline may include counseling (talking to
the employee), and seeking outside assistance. In instances where verbal discipline is not
effective or appropriate, an employee may receive written notification of reprimand,
suspension, demotion, and/or ultimately dismissal. Additionally, if a Department Head has
evidence or credible reason to believe that an employee has engaged in some form of serious
misconduct, the Department Head may immediately place the employee on Administrative
Leave with pay, pending the outcome of an investigation into the suspected violation,

Progressive Discipline should follow a consistent pattern and shall apply in both
single and habitual cases of violation. Steps in Progressive Discipline may include one or
more of the following;

A) One-on-one counseling
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B) Oral reprimand or warning

C) Written reprimand ot warning

D) Disciplinary suspension

E) Final Action- Demotion or discharge is the final action.

Employees who wish to challenge any disciplinary action may appeal through the
Grievance Policy.

Documentation concerning disciplinary actions shall be placed in the department’s
personnel files. Employees shall also be required to acknowledge receipt of any reprimand or
warnings by signing the Disciplinary Action Form. It is not, however, considered an
acceptance of or agreement to the action taken.

SMOKING:
The Facilities Manager will designate an authorized smoking area for employees
and members of the public for each County building with approval by the County Board.

DRUG AND ALCOHOL FREE WORKPLACE:

The purpose of this policy is to assure, to the extent possible, that McLean County
remains drug free as a place of employment. This is not only because the use of such drugs is
a violation of law but also because we wish to assure that McLean County remains a
wholesome place to work, The use of such drugs has serious consequences uporn users,
their families and friends, including social, economic and personal tragedies. McLean County
has a "zero tolerance” policy toward the consumption of alcohol or drugs by employees
on duty or while on County property. The consumption of any amount of alcohol or
illegal narcotics while an employee is on duty or on a periodic rest break or lunch break
is prohibited. The unlawful manufacture, distribution, dispensation, possession or use of a
controlled substance or alcohol by any County employee is prohibited in the County
workplace, including any and all instances while the employee is performing work for or
on behalf of the County. In addition, this prohibition also applies to all County employees
who are on County property but not actively at work at the time.

If there is a reasonable suspicion that a McLean County employee is involved in the
unlawful manufacture, distribution, dispensation, possession, or use of drugs or alcohol, the
situation will be immediately investigated by the Department Head, their designee, or
immediate supervisor. In the case of employee usage, the employee will be subject to
immediate drug testing. If the investigator of the situation finds a McLean County
employee to be unlawfully manufacturing, distributing, dispensing, possessing or using
drugs or alcohol at the workplace, while performing work for the County, or on County
propetty, the actions against the employee shall be in accord with Atticle 8 of the McLean
County Personnel Policies and Procedures Ordinances.
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The severity of the situation and appropriate cotrective discipline shall be determined
by the Department Head, their designee, or immediate supervisor in accordance with subsection
10.81-1 "Progressive Discipline” of Article 8 of the McLean County Personnel Policies and
Procedures Ordinance. In addition, any such situation that could involve a criminal offense
shall be immediately reported to the State’s Attorney for possible prosecution, independently
of any action taken due to the individual's status as a County employee. If appropriate,
McLean County will also require the employee to satisfactorily participate in a drug abuse
assistance or rehabilitation program approved for such purposes by a federal, state, or local
health, law enforcement, or other appropriate agency. The County will assist the employee in
the selection of a drug counseling, treatment, or rehabilitation program. Any employee who
requires assistance to control their use of drugs and alcohol may confidentially call the
County's Employment Assistance Program at 1-800-433-7196 to make an appointment.

As a condition of employment, a McLean County employee will abide by the
terms stated in this Drug Free Workplace Policy. Employees will notify the employer of
any criminal drug statute conviction no later than five days after the conviction and
participate in the McLean County Drug Free Awareness Program. If McLean County
receives notice from an employee of a conviction of a violation of a criminal drug statute
McLean County will take appropriate action against such employee up to and including
termination of employment; and/or provide employee assistance as stated above,

WORKPLACE VIOILENCE POLICY:

The County of McLean values its employees and citizens and the County Board affirms
its commitment to providing workplaces and facilities that minimize the potential for violence.
It is the intent of this policy to ensure that everyone associated with McLean County, including
employees and the public, never feels threatened by any forms of violence. McLean County
has a zero tolerance policy for violence, whether by or toward employees. “Violence”
shall include physically harming another, shoving, pushing, harassing, intimidating,
coercing, brandishing weapons, and threatening or talking of engaging in those activities.
It shall also include acts, threats, intentions of harm, destruction, towards self, others or
property, and may be psychological as well as physical, and the perception thereof.

Employees engaging in any form of violence in the workplace, or threatening
violence in the workplace shall be terminated immediately. No talk of or joking about
violence will be tolerated. In cases of acts or threats of violence by employees, the
County endorses immediate and definitive use of the disciplinary process outlined in this
document, resulting in termination of said employees. Criminal prosecution will be
pursued as appropriate, as well. The county also advocates a preventive approach
whereby merit system rules and regulations are fairly and consistently administered, and
where troubled employees receive guidance and, if necessary, professional help.

Employees shall report all acts and/or threats of violence to their supervisors or
Department Heads. Employees should learn to recognize and respond to behaviors by
potential perpetrators that may indicate a risk of violence.
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VESSA (VICTIM’S ECONOMIC SECURITY AND SAFETY ACT):

In order to ensure the economic security and safety of McLean County employees, an
eligible employee will be granted unpaid leave for situations when the employee has been
subjected to domestic or sexual violence, or in order to help a family or household
member who is a victim of domestic or sexual violence. In addition, victims of domestic
or sexual violence will be eligible for unemployment insurance and protection from
employment and insurance discrimination. Eligibility for such protections is dependent
upon the employee’s ability to perform the essential functions of their position but for
being a victim of domestic or sexual violence, and any requested accommodation must
not pose an undue hardship on the County’s operations. Eligible employees will be
granted job-protected unpaid leave to conduct the following activities during work hours:

A) To seek medical attention for, or recovering from, physical or psycholo gical injuries
caused by domestic or sexual violence;

B) To obtain services from a victim services organization;
C) To obtain psychological or other counseling;

D) To participate in safety planning, to temporarily or permanently relocate, or to take
other actions to increase the safety of the employee from future domestic or sexual
violence or to ensure economic secutity;

E) To seek legal assistance or remedies to ensure the health and safety of the employee,
including preparing for or participating in any civil or criminal legal proceeding
related to or derived from domestic or sexual violence.

Employees are entitled to 12 workweeks of such leave during any 12-month period
and are entitled to take leave upon at least 48 hours notice (where practicable). This
allowance does not grant leave beyond the twelve weeks of FMLA leave provided. Sick,
vacation, personal or FMLA leave may be substituted for the unpaid leave provided
under this Act.

The Department Head shall require certification from the employee that such leave is
for a qualifying reason. Certification consists of:

A) A sworn statement of the employee, and

B) One of the following:

1) Documentation from an employee, agent ot volunteer of a victim services
organization, an attorney, a member of the clergy, or other professional form
whom the employee or the employee’s family or household member has sought
assistance in addressing domestic or sexual violence and the effects of violence;

2} A police or court record; or

3) Other corroborating evidence. The department head shall keep such
documentation in the strictest of confidence.
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ILLEGAL HARASSMENT

It is the policy of McLean County Government to provide to all officials and
employees a work environment free of harassment based upon gender, ethnicity, race,
religious affiliation, age, and physical and mental disability, marital status as well as sexual
harassment. It is the right of all employees to work in an environment free from
harassment and the responsibility of all employees to refrain from harassment.

Harassment refers to physical or verbal actions that have the purpose or effect of
substantially or unreasonably interfering with a person's work performance; and which create
a hostile, intimidating, or offensive environment. Such actions, intentional or not, can annoy
or disturb members of one sex, ethnicity, race, religion, age, marital status and disability.
Examples include but are not limited to: '

A) Unwelcome sexual advances, requests for sexual favors, or physical conduct of a sexual
nature.

B) Any sexual, ethnic, racial, gender or religious-related jokes, comments, insults, cartoons,
innuendoes, or personal conduct or mannerisms that could be construed as offensive,
intimidating, or hostile as measured from the point of view of a reasonable person of the
same protected group .

C) Demeaning comments or ridicule of an employee based on the employee’s status as a
mernber of a protected group

D) Repeated unwanted, unwarranted, or unsolicited off-duty telephone calls, contact, or
conduct that violates this policy.

E) Submission to or rejection of such conduct is used as the basis for employment
decisions.

F) Displaying or permitting the display of pictures, drawings, or graffiti that could be
considered a violation of this policy.

COMPLAINT PROCEDURE:

Employees who wish to register a complaint of sexual harassment (or any form of
harassment based on their race, national origin, gender, age, marital status, religion or
disability) may do so through the County Administrator’s Office or their supervisor or
any appropriate member of management.

All allegations of harassment will be investigated thoroughly. The facts will
determine the response of the Company to each allegation. Substantiated acts of
harassment will be met with appropriate disciplinary action by the County up to and
including termination. All information regarding any specific incident will be kept
confidential within the necessary boundaries of the fact-finding process. No reprisal or
retaliation against the employee reporting the allegation of harassment will be tolerated.
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EMPLOYEE ASSISTANCE PROGRAM:

McLean County provides an Employee Assistance Program without charge to all
of its employees and their families. It is a counseling and referral service, available
twenty-four hours per day, seven days per week. Employees or family membets may
voluntarily contact the program directly, or employees may be referred to do so by their
supervisor. Employees may contact the EAP at 1-800-433-7916.

QOUTSIDE EMPLOYMENT:

No permanent full-time or part-time employee shall engage in outside employment which
is not compatible with the full and proper discharge of duties and responsibilities of one’s
position or which tends to impair the capacity to perform one’s duties and responsibilities in
an acceptable manner. The County must assure that no conflict or appearance thereof
occurs, and that no unauthorized use of position or County facilities or property takes
place. A full-time or part-time employee wishing to engage in outside employment shall notify
the Department Head of outside employment. The Department Head shall evaluate the
outside employment and determine its compatibility with the employee's obligation for full
discharge of duties and responsibilities.

To ensure compliance with the Fair Labor Standards Act, part-time employment within
the full-time employee’s own department, or within another unit of County government is
prohibited, except when all three of the following conditions apply:

A) Performance of the extra duties are completely voluntary;

B) Performance of the extra duties are occasional and sporadic, and on a part-time basis;
and

C) Performance of the extra duties are in a different capacity from any capacity in which
the employee is regularly employed.

Any activities or duties that meet the aforementioned criteria are not subject to overtime.

RESTRICTION OF POLITICAL ACTIVITIES:

No County employee shall engage in. political activities during working hours. No
County employee shall use their position or the authority of their office to solicit
contributions or any other support of partisan political activities. No County employee will
be intimidated into supporting or contributing to partisan political activities. Any violation of
this rule is cause for suspension or dismissal. Outside of working hours, there shall be no
restriction on political activities, except employees under Federal grants covered by the Hatch
Act.

USE OF COUNTY PROPERTY AND FACILITIES:

Employees are prohibited from burning any open flame including candles in any
County building or facility. Employees shall be responsible for the care and conservation of
County equipment, supplies or tools and shall promptly report accidents, breakdowns or
malfunctions of any unit in order that necessary repairs may be made. Equipment, supplies
or tools shall not be used for private or unauthorized purposes. Employees allowed use of
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County-owned vehicles are to do so for County business only. Any employees who are
assigned County vehicles for long-term/take-home use must report all mileage accrued
on the vehicle for personal use. Further, detailed information and requirements
regarding County vehicle usage is outlined in the “County Owned/Leased Vehicle and
Equipment Policy”.

Employees shall limit the use of all personal calls during work that interfere
with their job or create a safety issue. In addition, payment for any charges accrued to
the County telephones will be the employee’s responsibility. Further information is
available on this policy in the County Auditor’s Office.

Department Heads will determine the need for their employees to be issued keys
to department and office doors. Keys are issued by Facilities Management, must be
signed-for by the employee, are the property of McLean County, and shall be surrendered
upon termination of employment. Department Heads will determine the need for their
employees to be issued magnetic, or mag, cards for selected building security doors for
those facilities that use mag cards, These mag cards are issued by Facilities
Management, are the property of McLean County, and shall be surrendered upon
termination of employment.

Employees are required to return all County property or equipment in their possession
upon separation from employment, promotion and/or transfer to another department, leave of
absence or suspension.

ELECTRONIC MAIL AND GLOBAL COMMUNICATIONS FACILITIES:

The purpose of this policy shall be to set forth and encourage the proper use of the
electronic communications facilities provided to the employees of McLean County. This
policy shall also apply to any other organization(s) or individual(s) that is granted use the
facilities as the result of a written or oral inter-govermmental or contractual agreement.
The County Board desires that use of these facilities shall be primarily for the transaction
of County business. Use of these facilities for personal purposes, unless specifically
authorized by the County Administrator for training purposes, or that are illegal under
existing Federal or State law, shall be expressly prohibited. The County Administrator,
may, from time to time, establish guidelines, consistent with this policy, to insure the
effective and efficient use of these facilities. These guidelines may include, but are not
limited to, limitations on time available and the global facilities that can be accessed.

County employees who have access to these facilities shall indicate their
acceptance and agreement to comply with this policy in writing or their access may be
terminated or suspended. Employees wishing to have access shall be required to indicate
their agreement prior to being given access. Use of encryption software must be
specifically approved by the County Administrator prior to using such software for the
storage, receipt or transmission of data. The employee may encounter matetial that is
offensive to them during the use of global communications facilities. The County
assumes no liability or responsibility for such material since the County has no control
over the materials placed on the global network.
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The County Administrator shall direct Information Services to monitor the use of
the facilities and report the amount of time utilized to the County Administrator and/or
the Elected official or Appointed Department Head on a monthly basis. At the direction
of the County Administrator, Information Services may electronically monitor use of
these facilities by viewing material stored on the County Information Network or any
computer in use in County facilities; or by directly viewing activity on the screen as it
occurs., Employees shall have no expectation of privacy in information stored on County
computers.

The County Administrator shall report actual and/or suspected violations to the
Elected official or Appointed Department Head responsible for the employee, If an
employee violates the policy, the County Administrator may suspend and/or terminate the
employee's access to the electronic mail and global communications facility available on
the County Information Network. Violation of this policy may result in disciplinary
action pursuant to the adopted Personnel Policy Ordinance.

CONFLICT OF INTEREST:

Except as otherwise authorized or provided by the Illinois Compiled Statutes, a
MclLean County Resolution or action of the McLean County Board, no employee of the
County shall have any substantial interest, direct or indirect, or engage in any business
transaction or professional activity or incur any obligation of any nature which is in conflict
with the proper discharge of their duties in the public interest.

No employee of the County shall use their position to secure special privileges or
exemptions, personally or for others. No employee of the County shall directly or indirectly
receive or agree to receive any compensation, gift, reward or gratuity from any source except
McLean County, for any matter or proceeding connected with or related to the duties of such
employee. However, honoraria or expenses paid for papers, talks, demonstrations or
appearances made by employees on their own time shall not be deemed as a violation of this
section provided such activity is approved by the Department Head.

Department Heads must receive prior approval of the County Ethics Officer to
receive honoraria or expenses paid for papers, talks, demonstrations or appearances made on
their own time wherein they are acting or speaking in their official capacity as an official of
McLean County Government.

No employee shall solicit or accept any gift from any prohibited source or in
violation of any federal or State statute, rule, regulation or any ordinance or resolution.
This ban applies to and includes spouses of and immediate family living with the
employee. A detailed description of this policy can be found in the McLean County Gift
Ban Ordinance, as part of Chapter Five (5) of the McLean County Code.
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JURY DUTY AND COQURT APPEARANCES:

Upon notice to the Department Head, full-time or part-time employees shall be
permitted authorized absence from duty for appearances in court because of jury service and
obedience to subpoena or by direction of proper authority. Said absence from duty will be
with full pay for each day the employee serves on jury duty or testifies as a witness. Upon
performing such service, the employee will sign a waiver of the allowable per diem as such
performance of duty is considered time worked. Travel time, however, will be paid. The
employee will report to work when not required to be in court during regular work hours.
Attendance in court in connection with an employee's official usual duty or in connection
with a case in which the County of McLean is a party, together with travel time necessatily
involved, shall not be considered absence from duty within the meaning of this policy. Said
absence from duty will be without pay when an employee appears in private litigation to
which the County of McLean is not a party. Employees may be required to provide written
verification of their jury service, including dates of service and the date and time of their
release from service.

COUNTY DEPARTMENTS:

A complete listing of all the County phone numbers may be found on the County’s
Intranet. Additionally, by calling the County switchboard at 888-5001, all departments may
be reached.

EMERGENCY PROCEDURES: _
Employees should see their Department Heads for information and instructions
regarding emergency procedures and evacuations in emergency situations.

COUNTY TRAVEL AND BUSINESS EXPENSE REIMBURSEMENT POLICY:

A complete copy of McLean County’s Trave!l and Business Expense
Reimbursement policy may be obtained by contacting the County Auditor’s Office. Any
misrepresentation or misuse of this policy shall be grounds for disciplinary action and/or
criminal or civil liability. _

EMPLOYEE PARKING:

The City of Bloomington operates a public parking deck located to the east of the
Law and Justice Center Building. Employees who desire to park in the Abraham Lincoln
Memorial Parking Deck may also purchase permits for a monthly fee. Tim Exvin with
the Bloomington Parking Violations department can be reached for further information at
(309) 434-2277. Employees may obtain a parking application form from Facilities
Management. Parking fees are by payroll deduction.
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